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General Information About This Manual

This manual is designed to provide State employees with an overview of the eSTART Time and
Attendance System. This manual provides basic procedures; however, you may need to seek
clarification on specific agency procedures or rules from your agency personnel manager or
supervisor.

Nothing in this handbook should be construed to amend any laws, regulations, policies or
procedures established by the State of Alabama or specifically the Alabama State Personnel
Department.

Certain procedures contained within this manual are subject to change or revision without prior
notice. Employees will be notified as soon as possible when changes or revisions occur.

All leave accruals and usages in eSTART are estimates and/or projections that are based on the
concept that all employees earn leave and have leave to use. These estimates and projections may
not be accurate.
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Core Leave Concepts

Importance

Purpose

It is important that the State of Alabama’s leave policy rules are consistently and accurately administered.
To make this happen, employees’ paid and unpaid leave should be managed in an efficient and timely
manner. The Leave application supports the ability to perform leave administration tasks.

eSTART Leave:
¢ Automates the process of administering leave policies.

e Assists the State of Alabama in achieving compliance with required federal and state mandates.
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The Leave Process

Purpose

The Leave process automates the administering and tracking of paid and unpaid leave policies.
Administrators can easily track both continuous and intermittent leave. In addition to centralizing
administration of leave policies throughout the State of Alabama, employees benefit from the consistent
application of leave policies to individual leave cases.

The following illustration shows the high-level process for administering leave cases. Managers are
responsible for entering intermittent time into the employee’s timecard or schedule.

. Leave Administrator
Employee initiates
.| opens a leave case _ " Is employee
a request for > ] > . .
5 and checks eligible?
leave P
eligibility.
Yes No
\ 4
Reject request
Send leave ) 9

for leave and

documents
close case

Assign leave
policy rules

v

Allocate leave
takings

v

Manager adds
takings to the
timecard or
schedule**

*A Manager can also initiate a leave
request on behalf of the employee. Timecard data is

processed

**The Manager commits intermittent
leave to the timecard. Leave
Administrator commits continuous leave
to the timecard.
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Roles and Responsibilities

Purpose

Each employee and manager has responsibilities that are important in the leave process. Each person’s
role determines his or her responsibilities, and the tasks that he or she performs in the application.

Common Employee Tasks

On an as-needed basis, employees perform the following tasks:
e Submit leave requests
e Provide required leave documentation

e Submit requests for additional leave, as needed

Common Manager Tasks

On a daily basis, department managers perform the following tasks:
e Monitor leave events through leave views
o Enter hours for employees’ intermittent leave cases
On a pay period or as-needed basis, managers perform the following task:

e Run leave reports

Common Leave Administrator Tasks

On a pay-period or as-needed basis, typical Leave Administrator tasks include:
e Run reports
o View People records

e Administer Leave Cases
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Managing Leave

Exploring Leave Tools in eSTART

Purpose

The navigator is your starting point for creating and maintaining your employees’ time and leave
information. There are four key tools available in the Related Items pane that help you to perform
common leave tasks, such as entering your employees’ leave takings, and monitoring leave cases.

Key Leave Tools

eSTART . Tram ADyA Admnl
Siate of Alaba=a Sign Ot

Tine Period  Cument Pay Pesiod o Show ALARMome sod Tuws = (ot} -

* lemckrepeng

-
.
My Views. =15 b4
* My Genen®)
Exceptions
Growp (08 Resuity
Manage Leave

Macage My Roguests

My st

Pay Period Oose
Quickiing

Reconcle Tamecd

Regorh Managey

Navigator area | Description

Manage Leave

Use the Manage Leave to review incoming leave messages and process leave requests.

My Inbox Use My Inbox to view messages pertaining to Leave Cases. If an administrator has an
Outlook mailbox, the message will be received in Outlook as well.
My Views Access the My Views workspace in eSTART to view Leave Views such as Leave Hours

View and Leave Cases View. You can also use this workspace to access employee
timecards for purposes of entering intermittent leave time for employees.

Reports Manager

Access the Reports Manager workspace in eSTART to run and view leave reports, such as
the Leave Hours Detail and Leave Hours Summary reports.
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My Inbox
Purpose

If an employee requests a Leave case the Leave Administrator will receive a message in their inbox and
Outlook mailboxes.

Note: When a manager opens a Leave case for the employee, a message will not be generated. The
best practice is to monitor the Leave Cases View on a daily basis. This is discussed further in the next
section.

To verify these messages in eSTART, navigate to the related items pane and select My Inbox or Manage
Leave. In this example, Manage Leave was selected.

-+
5 ¥
*

<5

C’ Exceptions
\:’ Group Edit Results

1. Selectthe Messages tab.
2. Click on a message to open it, if needed.

Manage Leave D
Select Related Information | =
INBOX
Last Refreshed: 2:27 PM
TASKS MESSAGES
U Sy B
As of Date: =
From Subject Received
Punch1, PennyA New leave case request from Punch1, PennyA 4/14/2014 2:16PM (GMT -06:00) Central Time
kronostrain@alabama.gov Reminder to Approve eSTART Timecard 440142014 6:00AM (GMT -06:00) Central Time
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Message - Windows Internet Explorer

B http://kronostrain.stateal/wic/applications/ems/html/EMSOpenMessageDialog.jspirowine B

-~

From: Punch1, PennyA
Subject: MNew leave case request from Punch1, PennyA
Received: 4/14/2014 2:16PM (GNT -06:00) Central Time

Employee ID: 10201

NEW LEAVE CASE DETAILS
Leave Category: FMLA

Leave Reason: Birth

Leave Freguency: Continuous
Case Status: Submitted

Start Date: 4/23/2014

End Date: 1/01/3000

Leawve Hours: Same hours each day
Approximate Daily Leave Hours: &
Details: Birth of Chiid

This leave caze has been created with a status of 'submitted”. Once you have taken appropriate
action, please contact the employee and nofify them of resulis and next steps.

(WD U U W——

Note: The Next button on the Inbox screen below is used to access the Leave Cases View page. The
functions of the Leave Cases View screen are discussed in the Exploring the Leave Cases View
section.

Masuge |eaee o
- o | Lnenr

Sebect Relped I pomatean |

INBIOX

Laal Relpaked 227 PU

(=l oo ek e e

An of Dade: 3

From [ Swcased
Bt Pyt Firm lmirvn G fodeal S Betit 1, Pesngd, LAUDELE E e ST 00 00} Cestial T
worcalanQeiabaTa pov Remwrdaer & Anprowe aSTART Timeosrd LTINS & DA (CMT D00 | Cantral Tire

Note: Users who have Outlook email accounts will also receive these messages in
their Outlook mailboxes.
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Accessing Leave Views

Purpose

eSTART includes the following leave Views:
e Leave Cases View
e Leave Hours View

You can use either of these Views as a starting point for viewing and monitoring employee leave cases
data.

Example
You want to access the Leave Views.

1 In the Related Items pane, click »
the arrow to expand the pane, and ¥
select My Views. ety

:l Manage My Requesis

\:l My Inbox
:l My Views

:| Schedule Editor
] s

:l Temporary Delegation

EI Work and Absence Summary
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2 Click the arrow next to My Genies
to expand the category.

M Manager Workspace

My Views

-

k My Genies@

¥ Timekeeping

3 Click the Leave View you wish to
view.

™ Manager Workspace My Views

My Views =

¥ My Genies@
Accrual Detail Balance View
Acecrual Reporting Period View
Custom Field Reporting View
Employee Holiday Credit View
Employee Hours View
Employee Infarmation View

Leave Cases View

Leave Hours View

On Premises View

Pay Period Close View
CQuickFind

Reconcile Timecard View

* Timekeeping
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Using the Tools in Leave Views

Quick Links are located at the top of the View, and let you quickly access editors and tools that display
information specific to one or more employees. For example, select an employee and click the Timecard
quick link to access his or her timecard for purposes of adding intermittent leave time; or select multiple
employees and click the Reports quick link to generate a report for only those selected employees.

My Views
My Views ~
%« Back to My Views
T
Timecard | Schedule | People | Reports | Leave [23525‘)
LEAVE HOURS
La=t Refreshed: 4:54PM
ActHons * Amount * Schedule * Leave ¥
Leswve Leswve Leave Start
Matme B Case 1% Caze
Status Cocde Diate
Puncht, Pennya, Open FEABY 1200202013 &
Stampt, SandyX Open FPARMT 1201203
Exemptl, Edvwardd,
Marager! | Junior 2,
Memaeby | Meild,

— There are various ways to select employees:

e Use the Ctrl key to select more than one employee not listed next to each other.

e Use the Shift key to select all employees listed between two employees, including the two
employees.

¢ Click and drag the mouse to select employees.
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The Show field lets you select and display a specific group of employees. The default setting for the
Show field is All Home, which displays all employees that report to you. You can use the Show field to
further refine your selection to include employees in a specific group, such as only those employees who

are working in a particular area.

The Time Period field lets you define the timeframe for which you want to view information. The default
setting for the Time Period field is Current Pay Period. You can select a predefined date period option,
such as Previous Pay Period or Yesterday. Alternatively, you can define a specific date or range of dates.
The time period you select determines the leave information displayed on the page.

My Views

My Views =

L] Back to My Views

Timecard | Schedule | People | Reports | Leave Cases

LEAVE HOURS

Show [AL-1 Home and Trarsferred-n ~ |
Last Refreshed: 4:54PM
Time Period |Currer|t Pary Period - | ﬁ
Actions * Amount * Schedule * Leawe =
Leave Leave Leave Start L Bl Committed
Maime 24 Case 1% Case Paid Leave
Status Code Date Diate Time
Puncht, Penmy &, Qpen FELBY 120252013 3312014
Stampt, Sandy Qpen FPARMT 120152013

Exempt1, Echwarda,
Manager!, Junior &,
Mewekyl | Meild

g:00
g0

Committed
Ungpaicd
Leave Time

&:00
.00

10
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Exploring the Leave Hours View

Purpose
The Leave Hours View is especially useful for viewing total leave hours. It also provides other information
about each leave case in eSTART, including:

e Leave Case Status
e Last date of committed paid and unpaid leave time

o |Leave end date (if one is provided)

This screen is used for reviewing leave cases, but may also be used to link to the Leave Case Editor.

Key Information in the Leave Hours View

My Views
My Views ~
L] Back to My Views
Timecard | Schedule | People | Reports | Leave Cases
LEAVE HOURS Show |AL-AII Home and Transferred-In - | ﬁ
Last Refreshed: ::54PM
Time Period | Currert Pay Period Ml Refresh..|
Actions * Amount ™ @ule * Leave ¥ (B> @ K(D) (E) F
Leave Leave Leave Start | Lesws End | Committed Carmimittec Last Date/ Last Date/ Tetal Total
Mame 24 Case 1% Case Paid Leave Lirgaicd Cqmmrt‘ted Comm@ed Paid Leave  |Unpaid Lea...
Paid Leawve Unigzic)
Status Code Date Date Titne Leawve Time Tz Lizrrm T Takingz Takings
Punchi, Pennys Cipen FEAEY 2022013 S3102014 g:00 G:00) 10452014 10452014 .00
Stampd | Sanchy A Cpen FRARMNT 12012013 oo G:00) 120202013 12022013 00 ot}
Exempt1, Echwardd
Manager | Juniord,
Mesavky 1, Meild
Iltem | Column Description
A Leave Case Status Indicates the status of the leave case for the specified time period. Statuses may
include: Open, Closed, Submitted, or Retracted.
B Leave Start Date This is the first day that the employee goes on leave of absence.
Leave End Date This is the employee’s expected return date.

D Committed Paid/ The Committed Paid Leave Time and Committed Unpaid Leave Time columns
Unpaid Leave Time show the amount of paid and unpaid time that has been committed to the
schedule or timecard in the selected time period.

E Last Date/Committed | The Last Date/Committed Paid Leave Time and Last Date/Committed Unpaid
Paid/Unpaid Leave Leave Time columns show the date of the last committed paid and unpaid
Time amounts.

F Total Paid/Unpaid The Total Paid Leave Takings and Total Unpaid Leave Takings columns show the
Leave Time total amount of paid and unpaid leave that an employee has taken.

11
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Exercise

You want to know when employee Penny Punch will return from maternity leave and the amount of leave
time has been committed to Sandy Stamp’s timecard.

1 In the Related Items pane, click
the arrow to expand the pane, and e -
select My Views. *
Y $i

Manage My Requests

Temporary Delegation

Work and Absence Summary

2 Click the arrow next to My Genies

to expand the category. . B Manager Workspace

My Views ~

* My Genies@

* Timekeeping

12
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3 Click the Leave Hours View.
M Manager Workspace My Views
My Views =
¥ My Genies@
Accrual Detail Balance View
Acecrual Reporting Period View
Custom Field Reporting View
Employee Holiday Cradit View
Employee Hours View
Employee Infarmation View
Un Premises View
Pay Period Close View
QuickFind
Reconcile Timecard View
* Timekeeping
4 From the Show drop-down list,
select All Home and Transfer In. Show |,-;-L-,-;-|| Home and Transferred-In b IF?F‘
5 From the Time Period drop-down Time Perioc |Hext Pay Period - Iﬁ
list, select Next Pay Period.
6 (Optional). Click up to two column
headers to sort the data. LEAVE HOURS VIEW Show |AL-AII Home and Transferred-In hd | E
o A down arrow shows the sortas | |-t efreshed: S4rPH _ +od [Next Pay Period -]
descending; an up arrow shows fime Period — L
the sort as ascendlng' Actions * Amount ¥ Schedule ¥ Leave ¥
e A number displays in each ;
| h dp Y t to th Lz LETy Leave Starl | LeaveEnd | Commited
column heading qex O eup Mame 24 Case Cazp 1/ Paid Leave
or down arrow to identify the Status Cod Date Dats ane
primary sorting column. Exempt2, EdwardA
7 e Find Penny Punch and view Manager2, JuniorA
her Leave End Date column. ST LR
. . Stamp2, SandyA Open FPARNT 2001/2014 2:00
° Find SandY Stam p. and view Punch2, PennyA Open SLFILL 362014 2612014 40-00
her Committed Paid Leave
Time column.

13
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Exploring the Leave Cases View

Purpose

The Leave Cases View is especially useful for viewing leave reasons and frequency. It also provides
other information about each leave case in eSTART including:

e Leave case status
e Leave category
e Initial leave request date

This screen is used for reviewing leave cases, but may also be used to link to the Leave Case Editor.

My Views = Ejge
%) Backto My Views
Double click to bring the submitted
Timecard | Schedule | People | Reports | Leave Cases cases to the top of the Genie
LEAVE CASES VIEW - T —
Show All Home o |
Last Refreshed: 1:16PM
Time Period | Current Pay Period Rl Refresh.. |
Actions ¥ Amount ¥ Schedule ¥ Approvals ¥ Person ¥ Leave —
— -
e Leave = Leave Leave Case LIZSISL Leave Start | Documents | New Leave
Name =2 Case % Leave Reason Case ——
Status Category Code Frequency Approval Status e;ﬁ‘e Date Overdue Requests

Attendance Leave Man... Submitted FMLA Birth FBABY | Continuous Pending 2072014 21002014 ﬂ

Accruals, Alex Open FMLA Birth FBABY | Continuous Approved 12102013 121612013 v

ALLEN, DEANC Cpen FMLA Serious Health Condition SLFILL Continuous Pending 21032014 2032014

Leave, Test Cpen FMLA Birth FBABY | Continuous Pending 7222013 7222013

Leave, Test Cpen z - Family Family - Child FCHILD | Continuous Approved 71232013 Ti232013

Leave, Test Open FMLA Serious Health Condition SLFILL Continuous Approved 12M10/2013 121102013 w

Leave, Test Open FMLA Serious Health Condition SLFILL Continuous Pending 12M0/2013 121102013

Leave 2, Test Open z - Famity Miltary Exigency FEXGCY | Intermittent Approved THO2013 71512013 w

Leave 2, Test Open z - Famity Military Caregiver FMCGVR| Continuous Approved THT2013 THTI2013

Leave 2, Test Open FMLA Serious Health Condition SLFILL Continuous Approved 121172013 12/16/2013 w

Leave 3, Test Open FMLA Serious Health Condition SLFILL Continuous Approved 12M2/2013 12/16i2013

Leave 3, Test Open FMLA Serious Health Condition SLFILL Intermittent Approved 12M2/2013 242172014 w

Leave 4. Test - Militarv Open MILITARY MILITARY LEAVE - STATE MILSTT | Continuous Anpproved 1132014 201002014 | |j

< v

Column Description

Leave Case Status

Status of a leave case such as Open, Closed, or Submitted.

Leave Category

Type of leave, such as Self or Family.

Leave Reason

Indicates a more specific leave such as serious illness or birth.

Leave Case Code

Type of leave, such as Self or Family.

Leave Frequency

Indicates whether the employee is on continuous or intermittent leave.

Leave Case Approval Status

Indicates whether a leave request is approved, pending or denied.

Initial Leave Request Date

Date the leave request was made.

Leave Start Date

Date leave starts for an employee.

Documents Overdue

A check in this column indicates that a document is overdue.

New Leave Request

A check in this column indicates additional time requested on an existing leave
case.

Leave End Date

The expected date on which an employee returns to work.

14
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Viewing and Editing a Leave Case

From the Leave Cases View, highlight the case and select the Leave drop-down.

Note: The Leave drop-down and Leave Cases link are also available from Leave Hours View.

Timecard | Schedule | People | Reports | Leave Cases
LEAVE CASES VIEW -
Show |H|| Home - |
Last Refreshed: 9:16AM
Time Period |I2urrent Pay Period - |
ions * Amount * Accruals * Schedule * Approvals * Person ¥ Leave ¥ b
Le... Leave Leave Leave Leave Caze
Hame Caseq v Leave Reazon Case
Cta Category Code Frequency Approval Statu
Attendance Leave Man... Submitt...| FMLA& Birth FBABY | Continuous Pending
Accruals, Alex Open FRLA Birth FBABY | Continuous Approved
ALLENM, DEAN C Open FRLA Serious Health Condition SLFILL Continuous Pending

1. Select View Leave Cases.

¥ | Leawve

New Leave Case —=»
View Leave Cases —=

o al

Eresmien

2. Select the leave case and the Edit button.

LEAVE CASES

Person & Id Attendance Leave Manager, Test (L\VO11)

Leave

Caze

r Status
Submitted

Time Period Current Pay Period

Leave Leave Leave
Category Reason Caze
Code

FRLA Birth FBABY

Current
Leave
Frequency

Continuous

Leave
Case
Approval
Status

Pending

— i e Select an Acton ¥
— e
T 2001/2014 - 2152014

New
Leave Documents Leave
Start Date Owerdue Requests

!

2102014

15
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The Leave case will display, defaulted to the General tab>Case Summary page. Since the employee
submitted this case, the status is showing as Submitted and no other options are available for edit.

Timecard | Schedule | People | Reports
LEAVE CASE EDITOR Person & Id Atftendance Leave Manager, Test (LV011)

Leave Case FBABY 2/10/2014 - <None>

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

[ USSR E— —

CASE SUMMARY

= Case Summary
= Additional Information Paid Leave Unpaid Leave
> Eligibility & Leave X §
Types Total Committed Takings 0:00 0:00
= Documents * Leave Start Date 2/10/2014 * Initial Leave Request Date 200712014
=+ Document Status
Leave End Date <=Mone> Requested Daily Leave Hours &
= Freguency & Duration
— MNotifications Same each day/Variable Same hours each day
-+ Employment Status
= Leave Rules
Case Status Submitted + Effective Date 2/07/2014
* Leave Category FMLA
Reason Birth
Leave F C * Effective Date 2M0/2014
* Leave Case Code FBABY
Case Approval Status Pending Effective Date 2/07/2014

Temporary Mailing Address 123 Main Street

Details Birth of Child

Save & Return ;

3. Change the Case Status to Open. The additional options are now available for editing.

e d hedule | People p
‘LEAVE CASE EDITOR Person & Id Attendance Leave Manager, Test (LV011)
Leave Case FBADY 2/10/2014 - <None>
GEMERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

["Save [ Save & Return [ Return [ Refresh |

CASE SUMMARY

- Case Summary
-+ Additional Information Paid Leave Unpaid Leave
_, Elgiilty & Leave )
Types Total Committed Takings 0:00 0:00
-+ Documents * Leave Start Date 2/10/2014 i) * Initial Leave Request Date 200712014 i)
- Document Status :
Leave End Date il Requested Daily Leave Hours 8
- Frequency & Duration
e Same each day/Variable Same hours each day
-+ Employment Status.
-+ Leave Rules
Case Status Open - Effective Date 2/07/2014
* Leave Category FMLA -
Reason Birth -
Leave Frequency Continuous  + = Effective Date 2/10/2014 iz
= Leave Case Code FBABY
Case Approval Status Pending -~ Effective Date 2/07/2014
123 Main Strest -

Temporary Mailing Address

Birth of Child -

Details

Se v > |

Note: The Leave Case Code field defaults based on the selection in the Reason drop-down. This can
be edited when the employee has more than one leave case open for the same type, as in the example
below.

16
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‘LEAVE CASE EDITOR Person & Id Attendance Leave Manager, Test (LvO11)

Leave Case FBABY 2/10/2014 - <None=

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

ARSI ) W w—

CASE SUMMARY

-+ Case Summary
-+ Agditional Infermation Paid Leave Unpaid Leave
_, Eligibilty & Leave , i
S Total Committed Takings ~ 0:00 0:00
-+ Documents = Leave Start Date 2M0/2014 | = Initial Leave Request Date 200712014 =3
-+ Document Status )
Leave End Date | Requested Daily Leave Hours 8
~ Frequency & Duration
= Same each day/Variable Same hours each day
— Employment Status
=+ Leave Rules
Case Status Open - Effective Date 2/07/2014
* Leave Category FHMLA -
Reason Birth -
Leave Frequency Continuous ~ = Effective Date 2/10/2014 iz
* Leave Case Code FEAET
Case Approval Status Pending - Effective Date 2/07/2014

123 Main Strest -
Montgomery, AL|

Temporary Mailing Address

Birth of Child -
Leave Admin Test Notes

Details

Save & Next <>

4. Once all fields are updated, select Save & Next. This will aid in navigating through the General
tab of the Leave case.

The Additional Information screen below will not be used.

5. Select Save & Next to continue.

LEAVE CASE EDITOR Person & Id Attendance Leave Manager, Test (LV011)

Leave Case FBABY1 2MIVZ014 - =None=

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

] — —— —

ADDITIONAL INFORMATION

= Case Summary
This leave case has no configurable fields associated with it.
Additional Infermation L

B
cigbiy & Leave

Types

+

+

Documents
Document Status
Freguency & Duration
Notifications

Employment Status

+ + + + + +

Leave Rules

17
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The Eligibility & Leave Types screen displays. This screen gives the Leave Administrator the ability to
verify the employee’s eligibility and their available Leave balances.

Note:

o During the first year that an Agency is on eSTART select Bypass Eligibility Check since the
previous worked hours will not be available in eSTART. If Check Eligibility is used during this
time, the eligibility check will fail.

e Once the Agency has been using eSTART for 365 days, the Check Eligibility feature may be
utilized.

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

e | e wrene || e e

ELIGIBILITY & LEAVE TYPES

= Case Summary

+

Addtional Information
Eligibility & Leave

7 Types Leave Start Date 4/16/2014

=+ Documents Leave End Date <MNone> Initial Leave Request Date 4/16/2014
=+ Document Status

=+ Freguency & Duration

=+ Notifications

| Empioyment Staies Leave Eligibiity has not been verified. _
-

Leave Rules Bypass Eligibility Check =

P
Save & Next =

Check Eligibility Screen

‘/‘ Back to My Views

ELIGIBILITY VERIFICATION Person & Id Attendance Leave Manager, Test (LV011)
Leave Case FBABY1Z/10/2014 - <None>
FMLA
Qualifiers Operator | Required Amount | Time Period | Reference Date Employee's Actual Amount
umber of Days Employed More than or equal to 385 Calendar days counting from BENEFT EFFECT DATE - FMLA 395
umber of Hours Worked More than or equal to 1250:00 hh:mm over 385 days prior to Leave Start Date 778

Save & Return =

18
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Bypass Eligibility Check Screen

Once the Bypass Eligibility Check option is selected, the screen below populates with the Paid and

Unpaid Leave types that the employee has available.

This screen allows the user to select the types of leave that the employee chooses to use for their leave
case. The check boxes may be unchecked if the specific type of leave will not be used.

ELIGIBILITY & LEAVE TYPES
=+ Case Summary

+

Additional Information

Eligibility & Leave
Types Leave Start Date 3/31/2014

+

Documents Leave End Date <None>

Document Status

Initial Leave Request Date 331/2014

Frequency & Duration

Motifications

Employment Status

+ 4+ 4 344

Leave Rules * Leave Balances as of 4/30/2014

Usein
Lteha.?a Paid Leave Type
Case

~ LV - Annual

vl LV - Comp

Ima LV - Excess Annual

™l LY - Leave Without Pay

LV - Long Leave Without Pay

LV - Sick

Use in
this
Leave
Case

Unpaid Leave Type

v Non-FMLA Tracking

Employee is eligible for the following Leave Type(s) as of Leave Start Date: =

Committed Hours.

Bypass Eligib

Grant Leave g

Committed Hours Available Balance

0:00 56:05
0:00 0:00
0:00 0:00
o:.00 955500
0:00 9999:00
0:.00 309:20

Available Balance

0:00 9558:00

Save E Next ;

6. Select Save & Next to go to the Documents screen.

Note: See Appendix for specific information about Long Leave Without Pay, Non-FMLA Long Leave

Without Pay and Long Military Leave Without Pay types.
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Documents Screen

The Documents screen is used to create and view documents that are associated with the Leave case
for the employee.

7. Select a document to be generated for the employee.
8. From the Select an Action drop-down, select View Document.

LEAVE CASE EDITOR Person & ld Attendance Leave Manager, Test (LWV011)
Leave Case FBABY1 202014 - =Nene=
GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS
= == Selectan Acton
Select an Action
- 5 DOCUMENTS
€ sUmmary Forward Decuments...
=+ Additional Infoermation Send Mail...
N Eligibilty & Leave Regenerate Document
Types Leave Start Date 2/M0/2014
=+ Documents Leave End Date =None> Initial Leave
=+ Document Status
=+ Freguency & Duration
=) LTI — Document Mame  / Last Geners
=+ Employment Status
v WH-380-E Certification of Health Care Provider for
=+ Leave Rules
— WH-380-F Certification of Health Care Provider for
— VWH-231 MNotice of Eligibility and Rights and Respon
ol WH-382 Designation Notice
- WH-324 Certification of Qualifying Exigency for Mi
— VWH-285 Certification for Serious Injury or liness
- WH-385-V Certification for Serious Injury or line
===

The message below displays.

9. Select Open.

Do you want to open or save sample.xml| from kronosqga.state.al? Open Save = Cancel »

The selected document opens for viewing and will be populated with the appropriate case information, as
in the sample below. It will open in Protected View.

10. Select the Enable Editing button in Microsoft Word. This will allow the document to be saved.

Insert Page Layout References Mailings Review View Developer

o Protected View This file originated from an Internet location and might be unsafe. Click for more details. \ Enable Editing !
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Certification of Health Care Provider for U.S. Department of Labor *
Employee’s Serious Health Condition Wage and Hour Division

(Family and Medical Leave Act)

OME Control Mumber: 1235-0003
_ Expires: 2/28/20135
SECTIONI: For Completion by the EMPLOYER
INSTRUCTIONS to the EMPLOYER: The Family and Medical Leave Act (FMLA) provides that an employer
may require an employee seeking FMILA protections because of a need for leave due to a serious health condition to
submit a medical certification issued by the employee’s health care provider. Please complete SectionIbefore giving
this form to your employee. Your response is voluntary. While you are not required to use this form, you may not ask
the employee to provide more information than allowed underthe FMLA regulations, 29 CFR. §§ 825.306-825.308.
Emplovers must generally maintain records and documents relating to medical certifications. recertifications. or
medical histories of employees created for FMILA purposes as confidential medical records in separate files/records
from the usual personnel files and in accordance with 29 CFR. § 1630.14(c)(1), if the Americans with Disabilities
Act applies.

Employer nameand contact: _
Employee’s job title: _ Regular work schedule: _

Employee’s essential job functions: _

Check if job description is attached:

SECTIONII: For Completion by the EMPLOYEE

INSTRUCTIONS to the EMPLOYEE: Please complete Section I before giving this form to your medical
provider. The FMLA permits an employer to require that vyou submit a timely. complete, and sufficient medical
certification to support a request for FMLA leave due to your own serious health condition. If requested by your
emplovyer, your response is required to obtain or retain the benefit of FMLA protections. 29 U.S.C. §§ 2613,
2614(c)(3). Failure to provide a complete and sufficient medical certification may result in a denial of your FMLA
request. 20 CF.R. § 825.313. Your employer must give you at least 15 calendar days to return this form 29 CF.R.
§ 825.305(b).

Your name- Attendance Leave Manager, Test
First Test Middle Last Attendance Leave Manager

SECTIONIII: For Completion by the HEAL.TH CARE PROVIDER

INSTRUCTIONS to the HEALTH CARE PROVIDER: Your patient has requested leave under the FML A
Answer, fully and completely, all applicable parts. Several questions seck a response as to the frequency or
duration of a condition. treatmment, etc. Your answer should be your best estimate based upon vourmedical
knowledge. experience, and examination of the patient. Be as specific as you can; terms such as “lifetime.”
“unknown.” or “indeterminate™ may not be sufficient to determine FML A coverage. Limit your responses to the
condition forwhich the emplovee is secking leave. Please be sure to sign the form on the lastpage.

Provider’s name and business address: _

Before sending to the employee, the document must be saved.

11. Select File>Save As. The Save As screen displays with the default file name.

Organize v New folder

(W] Micresoft Word *  Documents lib...
ludes: 2 focations
{ Favorites
B Desktop
& Downloads
2. Recent Places

Name

Fax

_j My Shapes
OneNote Notebooks
Outiock Files

Scanned Documents

+a Libranes

& Computer

& o5

File name: -_.u.' "-,.__u_' i

Save as type: | Word XML Document (" aomd)

Authors: mcntosh-lynn Tags Add atag

#. Hide Folders Tooks ~ I Save
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12. Save the sample document with a different file name and type.
Note: The recommended standard for saving these documents is:

e Document name
¢ Employee name
e Start date of the case

For example: WH380EJohnDoe043014.pdf
Change the file name to the standard, as above.

13. From the Save as type drop-down, select PDF (*.pdf). Leave the Open file after publishing
check box selected. Then select Save.

g[ “l » Libranes » Documents » v | &y Fearch Documents Cod
Organize « New foldes - "
: - m P
(W] Microsoft Word Documents lib... Amanos Y. | FolSer ™
Includes: 2 locations
W Favortes MName S Date me
Bl Oesktop
& Downloads " * Fax Leest

& My Shapes
4. OneNote Notebooks

2L Recent Places

¥ Libracies L. Outlook Files 272002
L. Scanned Documents 7730720
1= Computer
& o5 (<C)
- i 0
File name: A GE0E JaneDoeF BABYDA 3014..pd -
Save as type 19“ (".pof) -
Authors: meantosh-lynn Tage Add atag
ire fon @ Standard (publshun o = !
pion |

online and pants

M ¥ Open fde sfter publishang

(pub

-~ Mide Folders Tocls « l Save ' i Cancel

M Size

shing online)

The file opens in Adobe Reader.

Tools | Sign | Comment

Certification of Health Care Provider for U.S. Department of Labor
Employee’s Serious Health Condition Wage and Hour Division
(Family and Medical Leave Act) US: Wige snd Hous Division

OMB Control Number: 1235-0003
_ ‘Expires: 208/2015
SECTION I: For Completion by the EMPLOYER

INSTRUCTIONS to the EMPLOYER: The Family and Medical Leave Act (FMLA) provides that an employer
may require an employee secking FMLA protections because of a need for leave duc to a serious health condition to
submit a medical certification issued by the employee’s health care provider. Please complete Section I before giving
this form to your employee. Your response is voluntary. While you are not required to use this form. you may not ask
the employee to provide more information than allowed under the FMLA regulations, 20 C.F.R. §§ 825.306-825.308.
Employers must generally maintain records and documents relating to medical certifications, recertifications. or
medical historics of employees crsated for FMLA purposes as confidential medical records in separate files/records
from the usual personnel files and in accordance with 29 C.F R. § 1630.14(c)(1). if the Americans with Disabilitics
Act applies.

Employer name and contact: _

Employee’s job title: _ Regular work schedule: _

Employee’s essential job functions: _

Check if job description is attached:

SECTION II: For Completion by the EMPLOYEE

INSTRUCTIONS to the EMPLOYEE: Please complete Section IT before giving this form to your medical
provider. The FMLA permits an employer to requirs that you submit a timely. complete. and sufficient medical
certification to support a request for FMLA leave due to your own serious health condition. If requested by your
employer. your response is required to obtain or retain the benefit of FMLA protections. 29 U.S.C. §§ 2613,
2614(c)(3). Failure to provide a complete and sufficient medical certification may result in a denial of your FMLA

22



eSTART User Guide for Leave Administrators

14. To send the document, select File>Send File.

1| WH380EJaneDoeFBABY043014.pdf - Adobe Reader [E=NE

Edit View Window Help S
Open... Ctrl+0 g | () (e [ 1223 ] .

l Open From Acrobat.com... ! = ‘t’ | EIE | ® & | |Z| Tools Sign Comment
T Create PDF Online... ]
D Save Ctrl+S

Save As... Shift+ Ctrl+5 E
Save As Other... 4
B Care Provider for U.S. Department of Labor * :
O ealth Condition Wage and Hour Division
eave Act) U.S. Wage and Hour Division
[ Get Documents Signed...
OMB Control Number: 1235-0003
Revert Expires: 2/28/2015
e ctd-w  tion by the EMPLOYER
Properties.. cuep MPLOYER: The Family and Medical Leave Act (FMLA) provides that an employer
= eking FMLA protections because of a need for leave due to a serious health condition to
& Print... CtrP - b issued by the employee’s health care provider. Please complete Section I before giving
1 CA\Users\...\WH380EJaneDoeFBABY043014.pdlf Your response is voluntary. While you are not required to use this form. you may not ask
2 CAUsers\wanda.hamm!\Desktop\JaneDoe.pdf e information than allowed under the FMLA regulations, 29 C.F.R. §§ 825.306-825.308.
B e A T e D naintain records and documents relating to medical certifications. recertifications. or
4 C\Users\...\Delegate Profile Setup.pdf ges cregICd for FMLA purposes as confidential medice.xl records m separate ﬁlels«"l‘c_cgll‘ds
5 Hi\..\My Colendar Widget.pf es and in accordance with 29 C.F.R. § 1630.14(c)(1). if the Americans with Disabilities
Exit Crl+Q

A message may display, as below.

15. If so, leave the Do not show this message again check box selected. Then click on the

Continue button.

Warning

(=]

This email will be sent using "Default email application (Microsoft Qutlook)”.
Click on 'Change Preferences’ te change your default account settings.

o

Do not show this message again

[ Change Preferences l [ Continue ] ’ Cancel

A new e-mail Outlook message window opens with the document attached.

16. Complete the remaining information for the email and send to the employee. The employee’s

manager may also be copied on the email if needed.

B e ——— e VRSSEVIR e N |

_File Message Insert Options Format Text Review = @
o
b’ % Cut a v | a— _ a— — ¥ Follow Up ~
2 CokxiEoEon BB @8 [ ey [ -\
o 53 Copy ? High Importance
Paste abr A = Address Check | Attach Attach Signature Zoom
- # Format Painter B U - Baok MNames File Item= - & LowImportance
Clipboard ] Basic Text Mames Include Tags | Zoom
e | |
il
= (e | |
Send
Subject: ‘ |
Attached: Bl WH380E JaneDoeFEABY043014.pf 503 KEL |
i}
-
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Additional Information about Sending Documents

Select an Action -
Salact an Action [

Forward Documents. ..
Send Mail,
Regenarate Document

e View Document opens the selected document and allows saving and sending.

e Forward Document — Do Not Use — this will forward a document link that will not be
activated.

e Send mail can be used to send a reminder to the employee’s Inbox and/or Outlook mail for any
needed or missing information.

e Regenerate Document is referenced in the paragraph below.

Once View Document is selected above and the document is viewed/saved, the date and time will
update in the Last Generated on Date/Time field, as below. If the document needs to be regenerated
for any reason, select Regenerate Document from the Select an Action drop-down. The document will
open and can be changed and resent to the employee if needed. The Last Generated on Date/Time
column for the document will be updated.

Document Name 7 Last Generated on Date/Time

r WH-380-E Certification of Health Care Provider for 2M152014 5:05AM
r WH-380-F Certification of Health Care Provider for

- WH-381 Notice of Eligibiity and Rights and Respon

— WAH 227 Nisginnatinn Mntice

17. Select Save & Next to go to the Document Status screen.
Document Status Screen

18. Select the appropriate Leave Document Status for the documents sent to the employee as well
as the status date.

‘LEAVE CASE EDITOR Person & Id Attendance Leave Manager, Test (LW011}

Leave Case FBABY1 2/10/2014 - <None>

GEMERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

PSSR FRSRSSONSUUS [y IS [ I——

DOCUMENT STATUS

—+ Case Summary

—+ Additional Information

—+ Eligibility & Leave Types

e b Leave Start Date 2/10/2014

—+ Documents

S Do o s Leave End Date <Hone> Initial Leave Request Date 2/07/2014

— Frequency & Duration

—+ Notifications.

= EEEE SR Document Name T B Leave Document Status Status Date Ex‘erl‘:;’:tg Due

—+ Leave Rules | 3 .
WWH-380-E Certification of Health Care Provider 2M12/2014 Sent-Pending Return 12,.11,201 a i)
for
WH-380-F Certification of Health Care Provider 211212014 Sent-Pending Return =
for Sent-Complete
WH-381 Notice of Eligibility and Rights and 212/2014 Received-incomplete s
== Received-Complete

pon -
ot Applicable
WH-382 Designation Notice 271212014 |
WH-384 Certification of Qualifying Exigency for Mi 21212014 - =
WWH-385 Certification for Serious Injury or liness 2/12/2014 - =
WWH-385-W Certification for Serious Injury or line 2122014 - T
==

19. Select the Save & Next button to go to the Frequency & Duration screen.
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Frequency & Duration Screen

The Frequency & Duration screen allows administrators to enter the anticipated frequency and duration
of leave episodes in the leave case. This will most commonly be used for intermittent cases.

Note: See Appendix for additional information on the Frequency & Duration screen.

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS
-+ Case Summary
-+ Additional Information
Eligibility & Leave
-+
Types Leave Start Date 12/16/2013
-+ Documents. Leave End Date  3/21/2014 Initial Leave Request Date 121102013
-+ Document Status
-+ Frequency & Duration
=+ Notifications.
- Employment Status Fregr—5A = T Period
- Leave Rules Duration: hours or day(s) per episode
Total Time
Total of hours per T Period

Estimated Reduced Schedule

hours per day;

days per week

Note

[“Saven Next 5[ Save New Vercion & Hext = |

from #  through |
* Start Date 12182013 ﬂ
Expiration Date #=H

20. Add any needed information to this screen.

21. Select Save & Next to go to the Notifications screen.
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Notifications Screen

Use Notifications to set up alerts to indicate to configured recipients when an employee is approaching
or exceeding certification limits. You can select system-generated default notifications that are configured
in Default Leave Notifications in setup, or create manual notifications.

Note: See Appendix for additional Information on using the Notifications screen.

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS
—— —— — —

NOTIFICATIONS

= Case Summary

= Additional Information
Eligibility & Leave
Types

Documents Leave End Date 3/21/2014 Initial Leave Request Date 12/10/2013
Document Status

+

Leave 5tart Date 12/16/2013

Frequency & Duration
Notifications
Employment Status m S —

Leave Rules Mame Motification Type Date Activelinactive

+ 4+ 4+ 4 44

This table currently contains no data.

Save E Next ;

22. Add any notifications needed and select the Save & Next button to go to the Employment

Status screen.

Employment Status Screen

The screen below is informational only.

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

VRN SR [ U —

EMPLOYMENT STATUS

=+ Case Summary

+

Additional Information
Eligibility & Leave

-+ Types Leave Start Date 12M8/2013
=+ Documents Leave End Date  3/21/2014 Initial Leave Request Date 12/10/2013
= Document Status
= Freguency & Duration
-+ Notifications Employment Status Effective Date
=+ Employment Status Active 1302013
= Leave Rules

Length of Service (Y.mm)

Save & Next S

23. Select the Save & Next button to go to the Leave Rules screen.
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Leave Rules Screen

The appropriate leave rule must be selected from the Leave Rule screen.

Timecard | Schedule | People | Reports

LEAVE CASE EDITOR

Leave Cases
Person & Id Attendance Leave Manager, Test (L\VO11)

Leave Case FBABY1 2M1M0/2014 - <None=

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

—— — —— ——

LEAVE RULES

+

Case Summary

+

Additional Information
Eligibiity & Leave

O Leave Start Date 2/10/2014 Leave Frequency c as of 2/10/2014
= Documents Leave End Date <None= Initial Leave Request Date 2/07/2014

=+ Document Status

= Fregquency & Duration

= Notifications Leave Rule * Effective Date

=+ Employment Status 5 <MNones= 2002014 E

= Leave Rules

24. Select the radio button on the desired row.
25. Then click on the arrow in the Leave Rule column.
26. Once the arrow is selected, the screen below will display.

SELECTLEAVE RULE

Person 8 Id Accrusls, Alex (2004)

Leave Case FBABY 12/1672013 - 32112014

[ movn | v vt | v |

| | Self-Serious Health Condiion Alabama FULA Self Serious Health Condiion = Persenal, Comp, Annual, Donated and LWOP

LV - Annual LV - Comp,LV - Excess Annual LV - Leave Without Pay,LV - Sick

.
Futome © =3
R tane == Fol emveTyees i Lomve Tyes
SREEE
=1 | Adopton Foster cre ARbams FULA oy Adcpon Foster Core = Persona Cor, ANcl,Conaed and LWOP | LY - AnieL - Comp LV - Excess ARNOILY - Leawe Wiout Py LV/~Sick | FULA Adopn Fsicr car or-FULA Trackig
Birth ‘ ‘Alabama FMLA Self Birth = Personal, Comp, Annual, Denated and LWOP LV - Annual,LV - Comp,LV - Excess Annual LV - Leave Without Pay,LV - Sick FMLA Birth,Non-FMLA Tracking
1| Famy-Seous o ondton | Aubans FHLA Py S Hesh Conton < Prsanl,Corp,Ann),Donale an 40P | LV~ Axnu /- Comp LV ~Ecess AL - Leoe ithout Py Sk | LA oy Seus HeathConn o LA Traking
7] | ity caroger ABoams FHLA Py iy Corsies = Prsonl, Cors, Ay Doned and P LV~ ALY ~Comp L ke Antua L~ v Wi Py Sk | FULA Famy~Serios ealh Condton LA iy Cregver o LA Trackig
] | ey exgency ARbams FHL Pty Exgency - Frsonl, G, A, Bonatod s LGP - AmILY oL - Exc05s ArruaL - Loave Wit Py LA HioryExgeny o FLA Tachng

FMLA Serious Health Condition Non-FHILA Tracking

‘Select & Retu;

D —

Select the appropriate Leave Rule for the case.
Then click the Select & Return button.

The Leave Rules tab displays again.

Save the Leave Rule.

27.
28.
29.
30.

LEAVE CASE EDITOR Person & Id Accruals, Alex (2004)

Leave Case FBABY 12M6/2013 - 3/21/2014

GEMNERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

N — e s————

LEAVE RULES

=+ Case Summary
=+ Additional Information

Eligibility & Leave

- Types Leave Start Date 12/18/2013 Leave Frequency Continuous as of 12/16/2013
=+ Documents Leave End Date 3/21/2014 Initial Leave Request Date 12/10/2013

= Document Status

=+ Freguency & Duration

=+ Notifications Deave e  Effective Date

= Employment Status s Birth prye— E

= Leave Rules
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31. Select the Leave Calendar tab.

Leave Calendar

32. When the Leave Calendar displays, select or verify the range of dates for the case.

Timecard | Schedule | People | Reports | Leave Cases
LEAVE CASE EDITOR Person & Id Aftendance Leave Manager, Test (LVO11)
Leave Case start
Leave Case FBABY1 2/10/2014 - <None= and end dates
GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS
(- R Tl Dl seicctan acton -
Time Period Current Pay Period v 20172014 - 2152014 —— Calendar Time Period
View Width @ week | Month | Multiple Months
= . Sun Man Tee Wed Thu Fri Sat . =
1
2 3 4 8
Start date for Leave case
Feb Feb
9 10 1 12 13 14 15
FBABY1 First Day
= - - =
33. Click the start date in the calendar to highlight it.
34. Open the Select an Action drop-down list to project Leave time.
GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS
Time Period Range of Dates ~  2merpotd EH  aropms =
View Width @ \Week () Month () Multiple Months
= -~ Sun Mon Tue Wed Thu Fri Sat -~ =
9 10 1 12 13 14 15
FBABY First Day
Feb Feb
16 17 18 19 20 2 22
23 24 25 26 27 28 1
2 3 4 5 6 7 8
Mar Mar
9 10 1 12 13 14 15
16 17 18 19 20 27 22
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Selections available in the Select an Action drop-down list.

To add time to a continuous Leave case, select Add Projected Leave Time Over Long Range...

Select an Action b

Add Projected Leave Time...

Add Projected Leave Time Owver Long Range...
Recalculate Projected Takings

Complete Projected Takings...

Ovwverride Projected Leave Time/Takings...
Cormmit to SchedulesTimecard. ..

Undo Commit...

Delete Projected Leave Time...

Apply Attendance Rules. ..

View Legend

Note: If the Leave case is intermittent, select Add Projected Leave Time... instead. This will add leave
time to the first day of the case. Any additional hours can be added at a later date, or by the manager

through the Leave Case Editor.

Select an Action

Select an Action
b Add Projected Leave Time...

Recalculate Projected Takings

Complete Projected Takings...

! Override Projected Leave Time/Takings...
Commit to Schedule/Timecard...

Undo Commit...

Delete Projected Leave Time...

Apply Attendance Rules...

View Legend

Add Projected Leave Time Over Long Range...

35. Select Add Projected Leave Time Over Long Range... The screen below displays.

36. Complete the appropriate fields.

"ADD PROJECTED LEAVE TIME OVER
LONG RANGE

* Start Date 2112014 E

* End Date O 204 =

Full scheduled day ~

————
Save & Return =

Takings Type Both paid and unpaid takings -

* Hours per Day @ &00 hh:mm

Person & Id Attendance Leave Manager, Test (L\V011)

Leave Case FBABY1 2/M10/2014 - <None=

@ Exhaust all paid and unpaid leave allowed

D Leave takings on scheduled days only

Exclude Saturdays and Sundays

37. Select Save & Return.
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The Leave Calendar will be populated with the Leave takings. The font color will be gray because the
time is “projected” only. Once the time is committed to the Timecard, the font color will change to black.

LEAVE CASE EDITOR Person & Id Attendance Leave Manager, Test (LV011)
Leave Case FBABY1 2/10/2014 - =None=
GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS
= = Sekectan Acton -
Time Period Range of Dates - 2/0%2014 E 32212014 E e —
View Width @ week () Month ) Multiple Months.
= -~ Sun Mon Tus Wed Thu Fri Sat
9 10 11 12 13 14 15
FBABY1 First Day | FEABY1 8:00 FBABY1 3:00 FBABY1 8:00 FBABY1 3:00
ok 8:00 o 2:00 o 2:00 ck 2:00
Feb
16 17 19 20 21 22
FRABY1 8:00 FEABY1 8:00 FEABY1 8:00 FEABY1 8:00
ick 8:00 Lvanul 8:00 ul 8:00 ul &:00
23 26 1
FBABY1 3:00
LvAnul 8:00
2 3 4 5 8
FRABY1 8:00 FEABY1 8:00 FEABY1 8:00
nul 2:40 Lvanul 8:00 Lvanul 8:00
ick 4:20 F 0 F
Mar
9 10 11 12 15
FBABY1 3:00 FBABY1 3:00 FBABY1 3:00
L 5:00 P :00 F 2:00
16 22
= -.-

Another way to view the actual takings is to select the Takings List tab. This tab will list the takings on
the specific dates and the totals by committed and projected time for the time period selected.

Timecard | Schedule | People | Reports | Leave Cases
LEAVE CASE EDITOR Person & Id Attendance Leave Manager, Test (LV011)
Leave Case FBABY1 2/10/2014 - <None>
GENERAL | LEAVEREQUESTS | LEAVECALENDAR | TAKINGS LIST uDITS
0 S T ST seecton scion -
Time Period Range of Dates v aseots B wowzers G
Paid Leave Unpaid Leave
r Day Date Leave Time Amount LV - Annual LV - Comp LV - Excess Annual LV - Leave Without Pay LV - Sick FULA Birth Non-FMLA Tracking Addtional Information
] | Mon First Day
r v 800 Sick is depleted s
r ed 800 first until the 8:00
- employee runs out
u 300 > 800
O of available sick .
r Fri 8:00 time. ] 800
] | Mon 200 8:00
r 800 240 420
" .
r ved 800 a00 — Once the Sick is
_ depleted the system will
- hu 800 8:00
take from the available
] | Fe 800 &:00 Annual Leave bucket. |
=] | mon 00 a0 |
r Tue 800 200
r d 800 &:00
] | T 800 &:00
r Fri 800 200
Committed | | 000 | 000 | 000 | o0 | 000 | 000 | 000
Projected 67:40 0:00 0:00 0:00 4420 112:00 0:00
Total 6740 0:00 0:00 0:00 44:20 12:00 0:00
Committed Leave Time | 000 [ [ [ | | [ [
Projected Leave Time 112:00

38. If the takings are correct, the time can now be committed to the timecard.
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39. Select Commit to Schedule/Timecard...from the Select an Action drop-down.

LEAVE CASE EDITOR Perzon & Id Attendance Leave Manager, Test (LV011)

Leave Case FBABY1 2M0Z2014 - =None=

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS
— — Select an Acton -
Select an Action
Time Period Range of Dates *  yporzq4lAdd Projected Leave Time Over Long Hange...

Recalculate Projected Takings
Complete Projected Takings. ..
Ovwerride Projected Leave Time/Takings...

Day Date IR -y commit to Schedule/Timecard...

r
Unde Commit...
[ Mon 21072014 Delete Projected Leave Time...
_ ) ) View Day Detail
I ue 2152014 &:00
— fod ot T.L et Toa TA L I | o000

LW 4

@ Best practice
Best practice for committing dates is to project to the end of the case, but commit only
through the end of the next pay period or the first Holiday, whichever comes first.

Best practice for committing time is to commit directly to the Timecard and not to the
Schedule.

COMMIT TO SCHEDULE/TIMECARD Person & Id Attendance Leave Manager, Test (L\VO11)

Leave Case FBABY1 2102014 - <=Hone=

(SRS |y SO —

* Commit End Date 2/28/2014 e
Takings Type Both paid and unpaid takings -
Destination Timecard
Transfer ="

Save B Return =3

40. Select Save & Return.

31



eSTART User Guide for Leave Administrators

Notice that the committed days are darker than the projected days in the screen shot below.

LEAVE CASE EDITOR Person & Id Atiendance Leave Manager, Test (LVO11)

Leave Case FBABY1 2/10/2014 - <None=

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

— el Sl sekton acton -

Time Period Rangs of Dates v 2204 H anszne 5|
Paid Leave Unpaid Leave
r Date Leave Time Amount LV - Annual Lv - Comp LV - Excess Annual LV - Leave Without Pay LV - Sick FIMLA Birth Non-FMLA T
r 21012014
| | Tee 21120014 800 8:00 200
| | wed 21212014 | 8:00 8:00 200
| | T 2122014 8:00 8:00 8:00
r Fri 2142014 | 8:00 8:00 8:00
r Mon 20172004 8:00 8:00 800
] | Tee 2182014 | 8:00 340 420 800
| | wed 2192014 8:00 800 200
| | T 2202014 | 8:00 800 200
r Fri 2212014 8:00 8:00 8:00
r Mon 2242014 8:00 8:00 8:00
| | Tue 2252014 B:00 8:00 800
| | wes 2262014 | 8:00 8:00 800
| | T TR 800 8:00 200
T T T T
I~ Fri 2282014 | 8:00 800 200
r 3032014 | 300 340 420 00
]| Tue | 401 | 800 | a0 | £:00
r 052014 | B:00 8:00 8:00
] | ™ 800 1:20 8:00
r Fri 800 800 8:00
Committed 67:40 0:00 0:00 0:00 44:20 112:00 0:00
Projected 21:00 0:00 0:00 14:40 4:20 40:00 0:00
Total 88:40 0:00 0:00 14:40 48:40 152:00 0:00
Committed Leave Time 12:00
Projected Leave Time: 40:00
LEAVE CASE EDITOR Person & Id Attendance Leave Manager, Test (L\W011)
Leave Case FBABY1 2/10/2014 - <None=
CENERAL LEAVE REQUESTS LEAWVE CALENDAR TAKINGS LIST AUDITS
E— ) i Bl B sciectan Action h
Time Period Range of Dates -~ 2012014 FH  ameczoia
Wiews Width @ wWeek ) mMonth ) mMuttiple Months
= — Sun Mon Tus wed Thu Fri Sat — =
1
2 3 4 5 6 7 8
Feb Feb
o 10 11 12 13 14 15
FBEABY1 First Day | FBABY1 8:00 FBABY1 2:00 FBABY1 2:00 FEBABY1 8:00
LvSick 8:00 LvSick 8:00 LvSick 8:00 LvSick 8:00
FMLERT &:00 FMLEBRT &:00 FMLERT &:00 FMLBRT &:00
16 17 18 19 20 21 22
FEABY1 2:00 FEABY1 2:00 FEABY1 2:00 FEBABY1 2:00 FEABY1 2:00
LwSick 8:00 Lvianul 3:40 Lvanul 8:00 Lvisnul 8:00 Lwianul 8:00
FMLBRT 8:00 LvSick 4:20 FMLBRT 8:00 FMLERT 8:00 FMLBRT &:00
FMLERT &:00
23 24 25 26 27 28 1
FBABY1 8:00 FBABY1 8:00 FEABY1 8:00 FBABY1 8:00 FEABY1 8:00
LWAnul 2:00 LWAnul 2:00 LvAnul 2:00 LWAnul 2:00 LwaAnul 2:00
FMLBRT 8:00 FMLBRT 8:00 FMLBRT 8:00 FMLBRT 8:00 FMLBRT &:00
Mar Mar
2 4 5 6 7 8
FBABY1 8:00 FBABY1 8:00 FBABY1 8:00 FBABY1 8:00
Anul 8:00
= -~ -~ =
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41. Select the employee Timecard to verify the committed dates.

4 ) Backto My Views
Timecard | Schedule | People | Reports | Leave Cases
LE E CASE EDITOR Person & Ild Attendance Leave Manager, Test (LW011)
Leave Case FBABY1 2M10/2014 - =Nones=
NERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS
= Setectan Acton -
Period Range of Dates ~ 202014 H a0e2014 o
Width @ week ) Month () Mutltiple Months
o~ Sun Mon Tue Wied Thu Fri Bat oo
1
74 3 4 5 6 7 8
Feb
9 10 11 12 13 14 15
FBABY1 First Day | FBABY1 8:00 FBABY1 3:00 FBABY1 8:00 FBABY1 3:00
LVSick 8:00 LWSick 8:00 LVSick 8:00 LV Sick 8:00
FMLERT &:00 FMLBRT &:00 FMLBRT 2:00 FMLBRT &:00
16 17 18 149 0 24 22
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Timecard for the current pay period.

TIMECARD
Name 81D |Attendance Leave M.. [Lv011
Last Saved: 11:44AM
Time Period [Current Pay Period -

[P | Actions ¥ Punch ¥ Amount ~ Accruals * Comment > Approvals * Reports ¥ Leave ™

Date Pay Code Amount in Transfer out In Transfer out Shift Daily

CH 44 e
IR I I B I R R
CH 44 a4

LV - FMLA TRACKING 800
LV - SICK LEAWE TAKEN 800 8:00 2:00
LV - FHLA TRACKNG 800
LV - SICK LEAVE TAKEN 800 8.00 16:00
LV - FLA TRACKNG 00
LV - SICK LEAVE TAKEN 300 800 24:00
LV - FLA TRACKNG 300
LV - SICK LEAVE TAKEN 300 800 32:00
32:00
. |
TOTALS & SCHEDULE | LEAVE REPORTING PERIOD VIEW | AUDITS
Date: Start Time End Time Pay Code Amount
Al s Sat 2001 1
Pay Code Amount Sun 202
LV - FHLA TRACKING 32:00 1126
LV - SICK LEAVE TAKEN 32.00 Tue 2104
Wed 2/05

Timecard for the duration of the committed time.

Timecard | Schedule | People | Reports | Leave Cases

TIMECARD

Loaded: 11:46AM

Name & ID |Attendance Leave M...| [LVO11

Time Period [2/09/2014 - 3/082014, Range of Dates_ = |

E Actions * Punch ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Reports ¥ Leawve ™

Date Pay Code Amount In Transfer Out
X][ & Frizz1 LV - FMLA TRACKING - | 8:00 -
x Sat 2122 - -
x Sun 2123 - -
x Won 224 LV - ANNUAL LEAVE TAKEN » | 8:00 -
x WMon 2/24 LV - FMLA TRACKING - | 8:00 -
X Tue 2/25 LV - ANNUAL LEAVE TAKEN - | 8:00 -
x Tue 2125 LV - FMLA TRACKING - | 8:00 -
3 Wed 2/26 LV - ANNUAL LEAVE TAKEN - | 8:00 -
x Wed 2/26 LV - FMLA TRACKING v | 300 -
X Thu 2/27 LV - ANNUAL LEAVE TAKEN - | 8:00 -
x Thu 2/27 LV - FMLA TRACKING - | 8:00 -
X Fri2i28 LV - ANNUAL LEAVE TAKEN - | 8:00 -
3 Fri2i28 LV - FMLA TRACKING - | 8:00 -
[x) Sat 3101 - -
x Sun 3/02 - -
[E3] Mon 3/03 - -
x Tue 3/04 - -
X Wed 305 - -
x Thu 3/06 - -
X Fri 3007 - -
x Sat 3/08 - -

TOTALS & SCHEDULE | LEAYE REPORTING PERIOD WIEW | AUDITS

Date Start Time
Al ~ Sun 2/09
> Pay Code Amount Mon 2H0
LV - FMLA TRACKING 112:00 Tue 2111
: Wed 212
LV - SICK LEAVE TAKEN 44:20
LW - ANNUAL LEAVE TAKEN 67:40 Thu 213
HOLIDAY TAKEN 8:00 _ Frizns
HOLIDAY EARNED 8:00 + Sat2n1s
Sun 21§
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In the example below there was a State Holiday.

@ Best practice

The best practice is to:
e Add Projected Time Over Long Range,
e Override Projected Leave Time Takings

e  Commit the time only up until the Holiday date. Then commit after the Holiday date.

But if the time was projected for a long range that included a Holiday, it can be easily corrected. In this
example, a few extra steps are needed in order for this time to show correctly in the timecard.

Tir i Schedule Pecple Rgports Leave Cases
TIMECARD
Name & 1D Attencance Leave M
Loaded: 11:43AM
Time Period | 2/16/2014 . 272272014, Range of Dates »
m Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Reports ¥ Leave ¥
Date Pay Code Amount o i Out
X)|[%) sun 2116 -
3| @& mon2n17 LV - FMLA TRACKNG v 800 On the day of the Holiday, the
-y — . .. o
&) | &) | Mon 217 LV - SICK LEAVE TAKEN v | 800 employee is receiving the Holiday
oo | Mon 217 VWashinglon or Jefferson's Bethda §00 . -
2 .t = o e —— / 6 credit and Sick Leave, as well as
K (S| Toe 2t - - :
%) (&) Tue 218 LV - FMLA TRACKNG v 800 FMLA tracking.
X) &) Toe 218 LV - SICK LEAVE TAKEN v 420
X E| wea 2119 LV - ANNUAL LEAVE TAKEN v 800 -
X) (2 Wed 2119 LV - FMLA TRACKNG v 800 -
X @& ™20 LV - ANNUAL LEAVE TAKEN - 800 .
X)| @ | T 2120 LV - FMLA TRACKNG v | 800 =
X B Frizt LV - ANNUAL LEAVE TAKEN v 200 v
X)! &) Fn2n2 LV - FMLA TRACKING v | 800 v
X (S| Sat222 - -
o |
TOTALS & SCHEDULE LEAVE REPORTING PERIOD VIEW  AUDITS
Date Start Teme
Al - Sun 216
» Pay Code Amount Mon 2117
LV - FULA TRACKNG 4000 | Bsaatss
LV - SICK LEAVE TAKEN 1220 Vied 2119
YU AR = < -a -~y Thu 2/20
LV - ANNUAL LEAVE TAXKEN 2740
HOLIDAY TAKEN 8:00 = Fri2z1
HOLIDAY EARNED 8:00 s Sak2rz2
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1. In order to correct this, navigate back to the Leave case by selecting the Leave Cases link.
2. Select the Edit button to return to the Leave Case Editor.
3. Cllick on the Leave Calendar tab.

GENERAL | LEAVE REQUESTS | LEAVE CALENDAR | TAKINGS LIST | AUDITS
“Save || save e return | Return | Refresh [ Day Detai ECERYYD -
Time Period Range of Dates - 20142014 E 22014 E —
N N N Apply
View Width @ week () Month ) Multiple Months
E—1 -~ Sun Mon Tus Wed Thu Fn Sat ——
1
2 3 4 5 [ 7 a8
Feb Feh
9 10 11 12 13 14 15
FBABY1 First Day | FBABY1 2:00 FEABY1 8:00 FEABY1 8:00 FEABY1 8:00
LVSick 8:00 LWSick 8:00 LVSick 8:00 LVSick 8:00
FMLBRT &:00 FMLERT &:00 FMLERT &:00 FMLBRT &:00
16 17 18 19 20 21 22
FEABY1 8:00 FEABY1 8:00 FEABY1 8:00 FEABY1 8:00 FEABY1 8:00
ﬁuwsunt 8:00 Lwvanul 3:40 LwaAnul 8:00 LvAnul 8:00 Lwvanul 8:00
FMLERT £:00 LVSick 4:20 FMLERT &:00 FMLERT &:00 FMLBRT &:00
FMLERT 8:00
23 24 25 26 27 28 1
FEABY1 8:00 FEABY1 8:00 FEABY1 8:00 FEABY1 8:00 FEA 5
LvAnul 8:00 LvAnul 8:00 LvAnul 8:00 LVARUI 8:00 LvAn 2#'28;2014]
FMLERT £:00 FMLBRT &:00 FMLERT &:00 FMLERT &:00 FMLBRT &:00

4. Click on the Holiday Date and select Undo Commit from the Select an Action drop-down.

h Select an Action -

Select an Action

12014/ Add Projected Leave Time Over Long Range...
Recalculate Projected Takings

Complete Projected Takings...

Override Projected Leave Time/Takings...

\ Commit to Schedule/Timecard...
Undo Commit...
‘Delete Projected Leave Time...
View Day Detail
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5. Verify the date, then select Save & Return from the screen below.

UNDO COMMIT

R W—

Takings Type

Undo Commit Starting on Date 2472014

Save & Return =

Person & Id Attendance Leave Manager, Test (LV011)

Leave Case FBABY1 2M0Z2014 - =Mone=

Both paid and unpaid takings -

6. Once the time is no longer committed, return to the Select an Action drop-down and select
Override Projected Leave Time/Takings... Multiple days may be selected if there is more than

one Holiday.

LEAVE CASE EDITOR

GENERAL LEAVE REQUESTS

LEAVE CALENDAR

TAKINGS LIST

Perzon & Id Attendance Leave Manager, Tegt (LV011)

Leave Case FBABY1 212014 - <None=

AUDITS

— — Selectan Acton -

Time Period Range of Dates -
View Width @ week () Month
= - Sun Mon
2 3
F=b
8 10

FBABY1 First Day

16 17
FEABY1 8:00
ﬁ LVSick 8:00
FMLERT 2:00
23 24
FBABY1 8:00

212014

() Muttiple Months

Tue

11

FEABY1 5:00
LVSick §:00
FMLBRT 8:00

18

FEBABY1 8:00
LvAnul 2:40
LWSick 4:20

FMLBRT £:00

25
FBABY1 8:00

& 3o

Select an Action

Add Projected Leave Time...
Add Projected Leave Time Over Long Range. ..
Recalculate Projected Takings

Owverride Projected Leave Time/Takings...
| Commit to.ScheduleTime card mmeeeeeeeeee’|
Undo Commit...

Delete Projected Leave Time. ..

Apply Attendance Rules...

View Legend
5 6 i 8
12 13 14 15
FBABY1 8:00 FBABY1 8:00 FBABY1 8:00
LVSick 8:00 LVSick 8:00 LWSick 8:00
FMLBRT &:00 FMLBRT &:00 FMLBRT &:00
19 20 21 22
FBABY1 8:00 FBABY1 8:00 FBABY1 8:00
LVAnul 8:00 LVAnul 8:00 WAnul &:00
FMLERT 2:00 FMLERT 2:00 FMLERT &:00
26 27 28 1
FBABY1 8:00 FBABY1 8:00 FBABY1 8:00
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7. The Override Projected Leave Time/Takings screen will display as below. Delete the amount
from any field where one is present.

8. Then select Save & Return.

OVERRIDE PROJECTED LEAVE Person &1d Atiendance Leave Wanager, Test (LV011)
TIME/TAKINGS

Leave Case FBABY1 211042014 - <None>

[‘Seve i sevem et [ Return et

Time Period  Range of Dates  2/01/2014 - 3/29/2014

Peid Leave Unpaid Leave
*Leave Time Amount hh:mm LV - Annual LV - Comp LV - Excess Annual LV - Leave Without Pay LV - Sick FlLA Birth Non-FMLA Tracking

|

The Leave Calendar now displays the 17" correctly with 0:00 hours towards the Leave case.

LEAVE CASE EDITOR Person & Id Attendance Leave Manager, Test (LW011)

Leave Case FBABY1 2/M10/2014 - =Mone=

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS
= == Setect an Acton -
Time Period Range of Dates v 2012014 EH  zrzomoie |
View Width @ week () Month ) Multiple Months
= - Sun Man Tus Wed Thu Fri Sat -
1
2 3 4 5 & T 8
Feb Feb
9 10 11 12 13 14 15
FBABY1 First Day | FBABY1 2:00 FEABY1 2:00 FBABY1 8:00 FBABY1 8:00
LvSick 8:00 LWSick 8:00 LvSick 8:00 LWSick 8:00
FMLEBRT £:00 FMLBRT 2:00 FMLEBRT £:00 FMLBRT 2:00
16 17 18 19 22
FBAEBY1 0:00 FBABY1 8:00 FEABY1 2:00
<no takings=
23 24 25 26 27 1
FBABY1 2:00 FBABY1 8:00 FBABY1 8:00 FBABY1 8:00

nul 8:00 nul 8:00 nul 8:00

B
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9. The time will now need to be re-committed to the timecard, starting on the 18™, in order to display
correctly.

| GEMNERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

m Save & Return m Day Detail Select an Action -

Select an Action
Time Period Range of Dates - Z0M/2014 EH  arzglAdd Projectsd Leave Time...
Add Projected Leave Time Ower Long Range...
Niewr Width @ Week ) Month (@] Multiple Months Recalculate Projected Takings
Complete Projected Takings...
= — Sun Man Tws e Overre Projected Leawve Time/Takings... Sat o
Commit to Schedule/Timecard. ..
Undo Commit...
Delete Projected Leawe Time...
Apphy Attendance Rules...
Wiew Legend
2 3 4 5 L] T a8
Feb
a 10 11 12 13 14 15
FEABY1 First Day | FBABY1 8:00 FBABY1 8:00 FBABY1 83:00 FEABY1 8:00
LWSick 8:00 LWSick 8:00 LWSick 8:00 LWSick 8:00
FMLBRT &:00 FMLBRT &:00 FMLBRT &:00 FMLBRT &:00
16 17 18 19 20 21 22
FBABY1 0:00 FBABY1 8:00 FBABY1 B3:00 FBABY1 B3:00 FEABY1 8:00
=<no takings= LWaAnul 2:40 LwAnul 2:00 LwAnul 2:00 LvAnul 2:00
VSick 4:20 FMLERT 2:00 FMLBRT 2:00 FMLBRT &:00
FMLERT £:00
23 24 25 26 27 28 1
FBABY1 B8:00 FEABY1 8:00 FBABY1 8:00 FBABY1 8:00 FEABY1 8:00

10. Highlight the date of the 18"™. Then select Commit to Schedule/Timecard from the Select an
Action drop-down. The screen below displays.

Save & Return m Refresh

* Commit End Date 2/23/2014 E

Takings Type Beth paid and unpaid takings -

Destination Timecard -

Transfer

Save & Return =

11. Verify the information on the screen. Select Save & Return.
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View the employee timecard to verify that the Holiday is displaying correctly and no longer has “leave”
time for that day.

TIMECARD
Loaded: 12:18PM

Name & ID  |Attendance Leave ... | [LWVO11

Time Period [2/16/2014 - 2/22/2014, Range of Dates ~ |

@ Actions * Punch ¥ Amount ¥ Accruals * Comment * Approvals ¥ Reports ¥ Leave ¥
Date Pay Code Amount In
Sun 216 -
Mon 2M7 Washington or Jefferson's Birthday 8:00
Tue 2M8 LW - ANNUAL LEAVE TAKEN - | 340
Tue 2118 LW - FMLA TRACKING - | 800
Tue 2M8 LV - SICK LEAVE TAKEN - | 420
Wed 219 LW - ANNUAL LEAVE TAKEN - | 800
Wed 2M9 LW - FMLA TRACKING - | 800
Thu 2/20 LW - ANNUAL LEAVE TAKEN - | 800
Thu 2/20 LW - FMLA TRACKING - | 800
Fri2iZ1 LW - ANNUAL LEAVE TAKEN - | 800
Fri 2121 LW - FMLA TRACKING ~ | 800
Sat 222 -

TOTALS % SCHEDULE | LEAVE REPORTING PERIOD VIEW | AUDITS

Date
Al T Sun 216
> Pay Code Amount Mon 217
LV - FMLA TRACKING 32:00 Tue 2113
LV - SICK LEAVE TAKEN 4:20 Wed 2119
LV - ANNUAL LEAVE TAKEN 27:40 Thu 2/20
HOLIDAY TAKEN 800 . Friziz1
HOLIDAY EARNED 8:00 T Satze2
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Generating Leave Reports

Purpose

Employee leave information is available in several different leave reports. You can generate leave reports
on a daily, weekly, or pay-period basis, or any time you need information to accomplish your business
tasks. For example, you can run the Leave Hours Detail report to review the types of leave hours for each
shift that has been committed to an employee’s timecard.

Example
You want to review Sandy Stamp’s leave hours for each shift since she began her leave of absence on
December 1, 2013. Generate the Leave Hours Detail report to view this information.

1 In the Related Items pane, click
the arrow to expand the pane, and "
select Reports Manager. * g

-

Manage My Requests

‘:l Schedule Editor
] sewn

Temporary Delegation

Work and Absence Summary
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2 On the Select Report tab, click the
plus sign (+) next to Leave to
expand the category.

Reports Manager

Reports Manager ~

ﬁ/_ Back to Reports Manager

REPORTS

SELECT REPDRTS CHECK REPORT STATUS
SSRNERSRRN  ——
Create Favorite Duplicate Favorite Delete Favorite

+ Al

+ Accruals

+ Biometrics
Detail Genie
EEVE

+ Roll-Up Genie

+ Scheduler

+ Timecard

3 Select the desired leave report.

REPORTS
SELECT REPORTS CHECK REPORT 5
—
e ——— ]

+ Al

+ Accrualz
+ Biometrics
+ Detail Genie

— Leave

Leave Hours Detail

Leawe Hours Summary

Leawe Hours Summary (Excel)

+

Foll-Up Genie
+ Scheduler

Timecard

+
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4 From the People drop-down list, REPORTS
select the group of employees
SELECT REPDRTS CHECK REPORT STATUS
whose leave hours you want to
R
view, =
+ Al
+ Accruals
LEAVE HODURS DETAIL
+ Biometrics
+ Detail Genie Description Displays leave hours details by employes.
orme: ¥ Edit
Leave Hours Detail
Time Period .
Leave Hours Summary
AL- -
Leave Hours Summary (Excel) Qutput Format
. Arresrs Employess
+ Rall-Up Genie Current Employees
+ Scheduler
+ Timecard

5 From the Time Period drop-down
list, select a relative time period, or REPORTS
select Range of Dates and enter TATUS

the date ranges you want to view.

plicate Favonte Delete Favonte

LEAYE HDURS DETAIL

Description Dizplays lesve hours details by employes.

Ci"‘e Hegiod Range of Dates T [zmeots B [oznacmd E}

Output Format Adobe Acrobat Document( pdf) ¥

6 Click Run Report.
REFPORTS

SELECT REPORTS CHECKE REPORT 5TATUS

S T—
TRStFavont

+ Al
+ Accruals
LEAYE H
+ Biometrics
+ Detail Genie Descripy
— Leawve
People
Leawve Hours Detail
Time P&
Leave Hours Summary
Leawve Hours Summary (Excel) Output {
+ Roll-Up Genie
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7 You are redirected to the Check
REPORTS
Report Status tab.
SELECT REPORTS CHECK REPORT STATUS
e
Review information in the Status Ve Report | (“Refresh Status ) |"Delete |
column. Click Refresh Status. Report hame =g P Stote
Leave Hours Detail pdf 220201 4 B:22PM Wating
Wait until Complete displays in the
Status column.
REPORTS
SELECT REPORTS CHECK REPORT 5TATUS
F—
Repott Matne Format Dateln % Status
Leave Hours Detail pulf 102202014 B:22PM Complete
8 To view the report, click the report
P P REPORTS

name and select View Report.
(Sample leave reports display in : CHECK REPORT STATUS

the following section.)

Feport Mame Format Dateln % Status
Leave Hours Detail plf 172202014 6:22PM Complete
9 (Optional) To print the report, click —
the print icon on the floating menu
bar.
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Sample Leave Reports
Leave Hours Detail

The Leave Hours Detail report lists detailed leave information for employees with open or closed leave

cases for the requested time period.

Use the Leave Hours Detail report when you want to view leave information included in the Leave Cases

View and the Leave Hours View, in one convenient report.

The report is sorted alphabetically by employee and includes (but is not limited to):

e Leave Case Status

e |Leave Type

e Leave Type Amount
e Leave Category

e Leave Reason

e Committed Hours

¢ Additional Information

The following illustration is an example of the Leave Hours Detail report.

Committed Leave Time: 12:00

Leaw ers Deh" Executed on: 1/22/2014 5:22PM GMT-06:00
Printed for: JohnA Manager!
Time Period: 12/01/2013 - 21412014
Query: All Home
Leave Case Leave Leave Case Leave Leave Case Initial Leave Leave Start Leave End Latest Committed Latest Committed
Status Category Reason Frequency Code Request Date Date Date Date/Paid Leave Date/Unpaid Leave
Stamp1, SandyA 1D: 10401
Open Family Family - Parent Intermittent FPARNT  1/22/2014 12/1/2013 2/5/2014 2/5/2014
Day Date Indicator Leave Time Amount Leave Type Committed Hours Additional Information
Rule: Family - Serious Health Condition as of 12/1/2013
Sun 12/1/2013 First Day
Mon 127212013 8:00 LV - Sick 8:00
FMLA Family - 8:00
Serious Health
Condition
Wed 2/5/2014 4:00 LV - Sick 4:00
FMLA Family - 4:00
Serious Health
Condition
Leave Case Totals for Selected Time Period
Leave Type Total Committed Hours
LV - Sick 12:00
FMLA Family - Serious Health 12:00

Total Number of Employees: 1
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Leave Hours Summary

The Leave Hours Summary report lists, for each employee, all open or closed leave cases in the
requested time period, as well as any requested leave cases in the requested time period.

Use the Leave Hours Summary report to itemize and record total committed hours in a specified time

period.

The report is sorted alphabetically by employee and includes (but is not limited to):

e |Leave Case Status

e |Leave Category

e Leave Reason

e Total Committed Continuous Hours

e Total Committed Intermittent Hours

The following illustration is an example of the Leave Hours Summary report.

Leave m amf Executed on 1232014 3:35PM GMT-05:00
Printed for: Superliser
Time Perod: 12012013 - 2152014
Csery: Al Horme
Leave Case Status Leave Category Leave Case Leave Frequency Leave Case  Initial Leave  Leave Start Date Leave End  Total G Total C: Total Ci Total Commitied
Feasan Code Request Date Date Paitt Haurs Unpaid Hours Carti Hou Hours
Stamp1, SandyA ID: 10401
Open Family Family - Parent Intermittent FPARNT 12212014 12172013 12:00 12:00 0:00 12:00
Total: 12:00 12:00 0:00 12:00
Stamp1, SandyB 1D 20401
Open Family Family - Parent Intermittent FPARNT 1222014 12172013 &:00 8:00 0:00 8:00
Total: 8:00 8:00 0:00 800
Stamp1, SandyC ID: 30401
Open Family Family - Parent Intermittent FPARNT 1222014 121172013 8:00 8:00 0:00 800
Total: 8:00 8:00 0:00 8:00
Stamp1, SandyD ID: 40401
Open Family Family - Parent Intermittent FPARNT 12212014 12172013 0:00 000 0:00 0:00
Total: 0:00 0:00 0:00 0:00
Stamp1, SandyE ID: 50401
Open Family Family - Parent Intermittent FPARNT 1222014 12172013 8:00 8:00 0:00 8:00
Total: &:00 8:00 0:00 800
Total Number of Employees: 10
Stampi, SandyA ID: 10401
Open Family  Family - Parent Intermitient FPARNT 12272014 12172013 12:.00 12:00 0:00 12:00
Tatal: 12:00 12:00 0:00 12:00
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Leave Hours Summary (Excel)

The options and report content in the Leave Hours Summary (Excel) report are the same as the Leave
Hours Summary report.

Use the Leave Hours Summary (Excel) report if you plan to export the results to Excel for further sorting
and analysis.

The following illustration is an example of the Leave Hours Summary (Excel) report.

Leave Hours Summary (Excel)
Time Period: 12/01/2013 - 2/15/2014
Query: All Home

Executed on: 1/23/2014 3:59PM GMT-05:00
Printed for: SuperUser

Mame ID: Leave Case Leave Category Leave Case Reason Leave Leave Case  Initial Leave  Leave Start  Leave End Date  Total Committed  Total Committed Total Total
Status Frequency  Code Request Date Date Pald Hours Unpaid Hours ~ Committed  Committed

Continuous  Intermittent

Hours Hours

Punch1, PennyA 10201 Open Self Birth Continsous ~ FBABY U204 122213 1312014 0:00 0:00 0:00 0:00
Punch1, PennyB 20201  Open Family Family - Farent Intermittent  FRARNT AUZ2014 12172013 0:00 0:00 0:00 0:00
Punch1, PennyC 30201  Open Family Family - Parent Imtermittent  FPARNT A21z014 12172013 0:00 0:00 0:00 00
Punch1, PennyD 40201  Open Family Family - Parent Intermittent  FPARNT U204 12172013 0:00 0:00 0:00 0:00
Punch1, PennyE 50201  Open Family Family - Parent Intermittent  FPARNT U204 12172013 0:00 0:00 0:00 0:00
Stampi, SendyA 10401  Open Family Family - Parent Intermittent  FRPARNT 222014 121203 12:00 12:00 0:00 1200
Stamp1, SandyE 20401 Open Family Family - Parent Imtermittent  FPARNT 2212014 12172013 B:00 8:00 0:00 &00
Stamp1, SandyC 30401 Open Family Family - Parent Intermittent  FRARMNT 222014 12172013 B:00 B:00 0:00 8:00
Stamp1, SandyD 40401 Open Family Family - Parent Intermittent  FPARNT A2212014 12172013 0:00 0:00 0:00 0:00
Stampi, SsndyE 50401  Open Family Family - Parent Intermittent  FRARNT AU222014 121203 B:00 B:00 0:00 8:00
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Appendix

Frequency and Duration

The Frequency and Duration reminders are set up through the Leave case on the Frequency and
Duration section of the general tab.

LEAVE CASE EDITOR Person & Id RWIN, GUY L (10067629)

Leave Case CHEXG S/06/2013 - 6/08/72013

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

a8 i = e

FREQUENCY & DURATION

- Case Summary
= Addtional Information

) SRRy Latre Leave Start Date 50672013
= Documents Leave End Date 61082013 Initial Leave Request Date 40312013
-+ Document Status

= Frequency & Duration

-+ Notifications

- Employment Status Frequency: 2 times per g Week(s) ¥  Period
-+ Leave Rules Duration: hours or day(s) per episode
Total Time
Total of hours per Month ¥ Period
Estimated Reduced Schedule
hours per day; days per week
from a3 through i
* Start Date 062013 3
Expiration Date 6072013
Note Test -

(St > | e e Ve st 5 =
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Frequency and Duration = Total Time

LEAVE CASE EDITOR Person & 1d RWIN, GUY L (10067529)
Leave Case CHEXG 5/06/2013 - 610872013
| GENERAL | LEAVEREQUESTS | LEAVECALENDAR | TAKINGSLIST = AUDITS
- Addtional Information
< T Frequency would be based on the
- Tm"‘“',’ Leave Start Date S/06/2013 certification from the employee's
-+ Documents Leave End Date 60872013 / doctor
- Document Status
-+ Frequency & Duration . /
- Notifications. —
-+ Employment Status Frequency: 2 times per § Week(s) hd Period
- Leave Rules Duration: hours or day(s) per episode
Total Time
The duration can be defined in
Total of hours per  lonth v Period hours or days per episode
Estimated Reduced Schedule
hours per day; days per week
* Start Date /062013 &
Expiration Date 610772013 &
Note Test -
LEAVE CASE EDITOR Person & Id RWIN, GUY L (10067929)
Leave Case CHEXG 5/06/2013 - 6/08/2013
GENERAL || LEAVE LEAVE LIST | AUDITS

4

Case Summary
Addtional information
Elgbiity & Leave
Types

Documents
Document Status
Frequency & Duration
Notifications
Employment Status
Leave Rules

+

+

SHSBIUI NS

G e

FREQUENCY & DURATION

Leave Start Date S/06/2013

Leave End Date  6/08/2013 Initial Leave Request Date 41092013

Frequency: 2 times per § Weekis) ¥  Pperiod
Duration: hours or day(s) per episode
-
Total Time ——————— The total number of hours per period
can be defined based on the
jictmot hourspoc| Wonth v i Pariad certification
Estimated Reduced Schedule
hours per day; days per week

from ﬁ through 3

* Start Date SI062013

Expiration Date &/07/2013
Note Test -

Save & Noxt 5l Save New Version & Next =5
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Frequency and Duration - Configuration

LEAVE CASE EDITOR

Person & Id Leave 8 Test (LV002)

Leave Case T-Lo 7/07/2014 - 7/25/2014

j GENERAL | LEAVE REQUESTS | LEAVE CALENDAR | TAKINGSLIST | AUDITS
S s o =
FREQUENCY & DURATION
-+ Case Summary
=+ Additional Information
_, Elaibilty & Leave
Types Leave Start Date 7/07/2014
=+ Documents Leave End Date  7/25/2014 Initial Leave Request Date 3/25/2014
-+ Document Status
=+ Frequency & Duration
-+ Notifications.
o Er e Frequency: 2 times per § Weekis)  *  Period
-+ Leave Rules Duration: hours or day(s) per episode
Total Time
Total of hours per ~  Period
. Estimated Reduced Schedule
This
Configuration hours per day; days per week
shows a from | through =
frequency of 2
times per 6
weeks. * Start Date mreots G
Expiration Date =
Note g
et > | Swvow verar €t | =3

Frequency and Duration — Estimated Reduced Schedule

LEAVE CASE EDITOR Person & 1d RWI, GUY L (10067829)
Leave Case CHEXG 5/06/2013 - 6/082013
GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

FRE

ENCY & DURATION

- Case Summary
=+ Addtonal information
S Ry RLae Leave Start Date S062013
- Documents Leave End Date 60872013 Initial Leave Request Date 4/09/2013
=+ Document Status
= Frequency & Duration
= Notificatons
- Employment Status Frequency: 2 times per 8 Week(s) v Period
= Leave Ruies Duration: hours or day(s) per episode
Total Time We can define the Estimated
Reduced scheduled number of
Total of hours per.. Month ¥ Period hours per days of the week and
s define start and end times.  This
— field is informational and a place
Estimated Reduced Schedule to record additional information
that is inciuded in the
R phe ooy SRS ReCw ook certification
from B through iz
This field does not change the
employee's schedule in Kronos.
* Start Date S/062013 3
Expiration Date  6/072013 e
Note Test e

"Save & Next 5

"Save New Version & Next =5
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Frequency and Duration — Dates and Notes

LEAVE CASE EDITOR

Person & 1d RWN, GUY L (10067529)
Leave Case CHEXG S/06/2013 - 6082013

* surtDate  sos20n3  d /

Expiration Date £0722013 iz

"Save & Next 5

"Save New Version B Next & |

GENERAL LEAVE LEAVE 15T AUDITS
- Case Summary
= Addtonal nformston
Eigbity & Leave
Types
= Documents Initial Leave Request Date 4092013
- Document Status
- Frequency & Duration
- Notifications.
-+ Employment Ststus Frequency: 2 times per € Weekis) v Period
= Lesve Rules Duration: hours or day(s) per episode
Total Time
Total of hours per Month ¥ Period
Estimated Reduced Schedule I
hours per day; days per week
— Start dates and expiration dates can be
from E through = included based on the information
received from the certification. The

Leave Administrator can also add notes
to the frequency and duration screen
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Notifications

LEAVE CASE EDITOR

CINERAL AVE

Person & I3 RN GUY L (1006709

Loave Cane CHENG SOG201) . 40201

- Case Sommary
. ASStore b formaton

.. Digoiy & Lewve
Tyves

Decomertn
Oecurerct St
Fregescy 8 Dusten

+

+

EopioyTest St
“ Lewve Rowy

LEAVE ey AUDLTS

[T U —— o

e Notifications can be refreshed. 3l

Leave Start Date S0G2013
Intial Leave Roguest Deste 4092013

Leave [nd Dete  £082013 /

== /

o Teat Agprsacton Cort Lagaator . Date Drves DOate Banad QI8 Actve

Notficaton Type | Date Actverecive

Pease select & seblicaton 1o view of ot i detale.

R

Notifications - Details

LEAVE CAZE ENTOR

Pavnon i K B GUY L 1SETE

Lewye Taner B0 2ORC0T11 - BOATTT)

i AL LEAYE

= e = e
Li

= Caas ummiry
e
Digkdey & Lowvs Typeu
~+ Diiniarnbi,

—+ Dewel Rabei
Fepgeancy & Dursies
= et
Leplgy=il Rideri
Listrvn Fusnn

+

Onoe the
Motification is
refreshed, the
notification detsils
soresn displays.
O this scresn, the
motification can be
=2t to inactive and
the MNaotification
Type can b

Diate Based to

changed from )

Lawer L Bwia LOLTNIY

Lewes End Dade  &552013

retend Lewor Begere| Dede 4550570

= e e e
L sl

ot oaton Tipe T Avpraie
o Tesd Aporoachig Cart Expraioe, - Dus Orves T Banad LIS Lden
u Tl & pavpeietorey ot Empritaiet - Sy Grorg= iy iy Fri] L] iy

ROTOFECATEON CATAILE

“ Name Tt i i P ) Lot s . D Wit ey “Moffcation  Laves Teat
B = “hge
i * wondicancn Typs Daim Baasd -
=

vmmle edEe) 3
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Notifications - Actions

LEAVE CASE EDITOR

Pavnon & id FRARL O L CIBSORNG

Lowve Cane CHEND L0909 13- ST

L1851 R LA Gl T A CAL i (LTI Tin AUOEE

SONPTPLANPONE

o ke Sy
~+ BaSRe F Ea
-+ Eigibliy L Laven P
v Cmcumerty

= Coouman L

Lwwsn Sierd Dule LOETINL
e e it BBET1Y

Wl N pired Bt 1 Date RTRTI0D

+ rapattly I Sttt

=+ Rekfoaioey
- Iepoymeet S =
5 [Lrwes ot =] e Tl a
huma boede ma "o Caaa I
r ‘.wwq.':m Tograses . Cane Draves Dacd Rands [ 5= 5 AR
- Tesk Ao spcheg Cerl Esgasiios - Dl Driven copy Dode Bpnaed SR cien
Maotifications can be
duplicated, saved, ~ ATITICATION DTATLE
deleted and refreshed j ° M- Tisl e ptheng £t Lnprabios - D G iy ‘Mombewten  Laaen Taad -
o Db Ve - o
from this scresn. New hatre [
notifications can also = ‘Moldcsion Type  LerBaus v
be created.
" Tirsen Par * Peresd -
= D T e | * Ay ]
. Voeguercy Limst e Dt - |
o e

Notifications — Limit Based

Tamacnrd  Sabadule Poogle Kaperts Morw *
LEAVE CASE EDITOR Pernon A3 S0ATL GUY L (M0EMNN)

Loove Cane OWEXD SOG001) - GAS2013

CENERAL CEAVE REQuaNTS LEAVE CALIRD AR TAKEMCS LIST Auvorrs

[N —

f_acial=nel_J

* Cone Sammary
. MMM Y e
= Dphdty § Lowve Do
- Documents

= Dbcament Rates

Loave Start Dute 5000013
Loave Lnd Dete 655231

Il Lewwe Seqgeest Dute 500011

= Foguency & Owstes

- Wi emene
Mo = =3
- e etfcaton Tyoe Tate Acverache
- Toat Apgroacrng Cat Lapraton - Dase Crven Cwe faver 0208 Acwe
K| | TeM Anecachng Cert aseation - Date Ories cogy e Baset esaom iome
Once the
Notification Type l
is changed to | woneIcATION DETALLS
Limit Based, L e Tant Agproaching Cert Eagarason - Cute Drven cogy Tetfcaton  Leswe Tewt -
fields with Descripton vAw | B
additional B et &
options display. .
* Towes Por ) ‘Perod  weekis) -
T DweonTel bl | Taentwe s
* L Fregeeecy Lme [T e e P |
WS Tout Lt hesed Mttt .
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Notifications — Date Based

LEAVE CASE EDITOR Pareen b W R O L {190 7REN
Ladww Cad Ar0d B30 RBRTRLY

LImE AL LA LEST AuDiTS

LAY
S e e ) e |
= o Semrary
- AR i
T e Lisrs doen Bt 4193513

= [ty
o Dkl S Loawve [nd Datw  RORTH1 3 tiad Lbvn Requent Sute 426321

= Fropesty § Duston
= Hobficatoea

SC— D e e
e

== Lawve Ruite

twitnacde Topel Dt AraR AT
= Test A pproathing Cort Exprates - Cule Grve e Baned e Facter
5 Tl L pad P Gt Lapr wie . Gl Crvph iy ot Baned Lk Faitoy
s TRM g RhiPeng ot apeines - Cont Do T Tt Baned [T ]
s Toar dppraacrang Cat flapeanos « Came Crves Dogey' o P S50NIE . RBRTEYY Aoz
SOTIFLCATION DITAILE
* Hame Tow dpproacheg Com [apameos. « Dusk Oruws cigy *Botfcabion  Lowe Test -

[ s, Moy - ey
= - montecaton Trpe [T -

notes display. |
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FMLA Long Leave Without Pay

Using the Leave Cascade

To use the Leave Cascade, the Paid Leave Types should remain selected.

Timecard | Schedule | People | Reports
GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

(S Sy O y —

ELIGIBILITY & LEAVE TYPES

—+ Case Summary

=+ Additional Information
Eligibility & Leave

= Types Leave Start Date 3/20/2014

PR Leave End Date  <None= Initial Leave Request Date 32012014
=+ Document Status

= Frequency & Duration

= MNotifications

- Employment Status Employee iz eligible for the following Leave Type(s) as of Leave Start Date: m
—+ Leave Rules * Leave Balances as of 3/31/2014 = Bypass Efigibi =

Grant Leave ;

Use in

= Paid Leave Type Committed Hours Available Balance

Leave

Case

~ LV - Annual 000 330:35

"2 LV - Comp 0:00 0:00

vl LV - Excess Annual 000 0:00

I~ LV - Leave Without Pay 000 9855:00
LV - Long Leave Without Pay 0:00 '9999:00
LV - Sick 0:00 556:50

NOTE: If LV —Long Leave Without Pay is selected with other leave types that have a balance, only
the other types will be used. Thatis LV-Long Leave Without Pay will NOT be used.

But, if LV — Long Leave Without Pay is selected with other leave types that DO NOT have a balance,
only LV — Long Leave Without Pay will be used.
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Using Long Leave Without Pay

In order to use LV-Long Leave Without Pay, all other Paid Leave Types must be unchecked. That is,
uncheck all “Paid Leave Types” EXCEPT LV-Long Leave Without Pay.

Timecard | Schedule | People | Reports

LEAVE CASE EDITOR Person & Id SANDERS, TERRY W (156503)

Leave Case SLFILL 3/20/2014 - <None>

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

[Seve" | SeveRRerurn | Return” [ "Refresh |

ELIGIBILITY & LEAVE TYPES

=+ Case Summary
=+ Additional Information
Eligibilty & Leave

-+ T Leave Start Date 3/20/2014

~+ Documents Leave End Date <None= Initial Leave Request Date 3/20/2014
= Document Status

= Frequency & Duration

= MNotifications.

e e S Employee is eligible for the following Leave Type(s) as of Leave Start Date: -
2 lemeire * Leave Balances as of 3312014 [ i =

Grant Leave ;

fhis Paid Leave Type Committed Hours Available Balance
Leave

Case

r LV - Annual 0:00 330:35
r LV - Comp 0:00 0:00
r LV - Excess Annual 0:00 0:00
r LV - Leave Without Pay 0:00 9999:00
i LV - Long Leave Without Pay 000 '9999:00
r LV - Sick 0:00 556:50

NOTE: If LV —Long Leave Without Pay is selected with other leave types that have a balance, only
the other types will be used. Since LV-Long Leave Without Pay will NOT be used, it should be
unchecked.

But, if LV — Long Leave Without Pay is selected with other leave types that DO NOT have a balance,
then only LV — Long Leave Without Pay will be used.
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Long Military Leave Without Pay

This category does not cascade through the leave types. All leave types are selected by default. Any
that are not to be used must be unselected.

Note: If more than one leave type is selected, ALL selected types will be used. That is, the
employee will be erroneously charged time from each selected type.

For example, two types are selected in the screen shot below.

LEAVE CASE EUI UK Person & Id SANSOM, LINDA G (59685)

Leave Case MILFED 4/01/2014 - <None=

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

[“save" | "save s Return [ Return” [ Refrech |

ELIGIBILITY & LEAVE TYPES

- Case Summary
-+ Additional Information
Eligibity & Leave
e Leave Start Date 470112014
- Documents Leave End Date  <None> Initial Leave Request Date 3(21/2014
= Document Status.
-+ Fraquency & Duration
- Notifications
—+ Employment Status Employee is eligible for the following Leave Type(s) as of Leave Start Date:
= s * Leave Balances as of /3112014 i) "Bypass Eligibiity Chack =
Grant Leave =
Use in
s Faid Leave Type Comitted Hours Avaible Balance
Leave
Case
"1 | wv-amnual 0:00 480:00
r LV - Comp 0:00 0:00
r LV - Excess Annual 0:00 50:20
r LV - Holiday 0:00 0:00
w3 LV - Long Miltary Leave Without Pay 0:00 5995:00
r LV - Miitary Leave Wihout Pay 0:00 9999:00
r LV - Personal 0:00 00
r LV - Sick 0:00 12255
- Miltary Leave - Federal 0:00 168:00

The result of selecting two leave type codes above is that both types will be charged. In the screen

shot below, the codes in blue text indicate the time that will be charged from each type. This employee
would be charged twice in error.

Timecard | Schedule | People | Reports | Leave Cases

LEAVE CASE EDITOR Person &Id SANSOM, LNDA G (59685)

Leave Case MILFED 4/01/2014 - <None>

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LTIST AUDITS

= = ssectan Actn -

Time Period Mext Pay Period ¥ 401/2014 — 413002014

) ) i Apply

View Width @ week () Month () Mutiple Months

= -~ Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5
MILFED First Day
MILFED 8:00
LMLWOP 8.00

LWAnul 8:00
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The correct way to do this is to use only one type. In the following example, LV-Long Military Leave
Without Pay will be used. All other types will be unchecked.

LEAVE CASE EDITOR Person & Id SANSOM, LINDA G (58685)

Leave Case MILFED 4/10/2014 - <None>

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

[Seve” || Sevew Return [ Retum ™ Refresi |

ELIGIBILITY & LEAVE TYPES

-+ Case Summary

= Additional Information

_, Eligibiity & Leave

Types Leave Start Date 4/10/2014

= Documents Leave End Date <None= Initial Leave Request Date 4/09/2014
= Document Status

- Frequency & Duration

= MNotifications.

) | “Check Ehgibiity =
. — _—
Leave Rules * Leave Balances as of 473072014 H R Bypass Eligibility Check —
—
‘Grant Leave —=»

Usein

Lé’;ie P L cave Type Committed Hours Available Balance
Case

r LV - Annual 0:00 430:00
r LV - Comp 0:00 0:00
| | LV-Excess Annual 0:00 5050
| | wv-Hoiday 0.00 0:00
7| | LV~ Long Mitary Leave Without Pay 0:00 9999:00
| | Lv- Mitary Leave Without Pay 000 9999:00
| | Lv-Personal 000 0:00
= | w-sik 000 11108

Once takings have been projected, the calendar displays with leave time charged only to one Leave type.
This is correct. The time can how be committed to the timecard.

NOTE: If any projected, uncommitted time is in the calendar when the leave type is changed, the
projected, uncommitted time will be changed to the new leave type. Committed time will not be
changed.

LEAVE CASE EDITOR Person & Id SANSOM, LINDA G (59685)

Leave Case MILFED 4/10/2014 - <None>

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS
["save [l "save & Return [ Return [ Refresh [l Day Detail [P

Time Period Current Pay Period ¥ 4012014 - 430/2014

ViewWidth @ week () Month () Multiple Months
= -~ Sun Mon Tue Wed Thu Fri
1 2 3 4
6 7 8 9 10 1
MILFED First Day | MILFED 2:00
MILFED 8:00 LMLWOP 8:00
LIMLWOF 8:0 NILDTY 8:00
MILDT
13 14 15 16 17 18
MILFED 8:00 MILFED 8:00 WILFED 8:00 WILFED 8:00 MILFED 8:00
Apr LMLWOP 8:00 LMLWOP 8:00 LMLWOP 8:00 LMLWOP 8:00 LMLWOP 8:00
MILDTY 8:00 MILDTY 8:00 MILDTY 8:00 MILDTY 2:00 MILDTY 8:00
20 21 22 23 24 25
MILFED 8:00 MILFED 8:00 MILFED 8:00 MILFED 8:00 MILFED 8:00
LML 00 LMLWC 00 LMLWOP 8:00 LMLWE (1] LMLWC 00
MILDTY 8:00 MILDTY 8:00 MILDTY 2:00 MILDTY 2:00 ML

27 28 29 30
MILFED 2:00 MILFED 2:00 MILFED 8:00

LIMLWOP 8:00 LMLWOP 8:00 | LMLWOP 8:00

MILDT MILDTY 2.00 MILDTY £:00

58



eSTART User Guide for Leave Administrators

Non-FMLA Long Leave Without Pay

For an employee who has been on leave without pay that is not related to an FMLA case for 19
consecutive days, the Non-FMLA Long Leave Without Pay category may be used for tracking
purposes.

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

SN USRS ) IS ) p—

CASE SUMMARY

+ Case Summary
+ Addiional Information Paid Leave Unpaid Leave
_, Eligibity & Leave i i
e Total Committed Takings ~ 0:00 0:00
+ Documents * Leave StartDate 40712014 | * Initial Leave RequestDate  3/28/2014 i
=+ Document Status .
Leave End Date 5| Requested Daily Leave Hours
+ Frequency & Duration
= T Same each day/Variable Same hours each day
+ Employment Status
+ Leave Rules
Case Status Open  ~ Effective Date 3/28/2014
= Leave Category Hon FHLA LONG LEAVE WITHOUT PAY =
Reason Long Leave Without Pay ~
Leave Frequency Continuous + Effective Date 4/07/2014 |
* Leave Case Code LLwoP
‘Case Approval Status Approved - Effective Date 3/28/2014

Temporary Mailing Address

Details

1. Select Save & Next button.

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

["Save" [ Soven rerum [ TReru [ Rerest |

ELIGIBILITY & LEAVE TYPES

~ Case Summary
= Additional Information

Eligibility & Leave
Types

+

Leave Start Date 4/07/2014

Documents. Leave End Date  <None= Initial Leave Request Date 2282014
Document Status.

Frequency & Duration

MNotifications —
Employment Status. Employee is eligible for the following Leave Type(s) as of Leave Start Date: ‘Check Eligibility =

e
Lzt * Leave Balances as of 43012014 iz T ——3
=

Grant Leave

Use in
thiz
Leave
Case

Paid Leave Type Committed Hours: Available Balance

v LV - Long Leave Without Pay 000 9999.00

Use in
this
Leave
Case

Unpaid Leave Type Committed Hours Available Balance

v Non-FMLA Tracking 0:00 9999:00

2. Select Bypass Eligibility Check button. The LV-Long Leave Without Pay leave type displays
as the default selection.

3. Select Save & Next button.
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4. Select the Long Leave Without Pay pay rule.
5. Then select the Save button.

LEAVE CASE EDITOR Person & Id BARLOW, BEN (118670)

Leave Case LLVWOP 4/07/2014 - <None=

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

[ | v et | et | et || View ot ot ot a5 |

LEAVE RULES

—+ Case Summary
=+ Addiional Information
Eligibility & Leave

= Types Leave Start Date 4/07/2014 Leave Frequency Continuous as of 4/07/2014
= Documents Leave End Date  <MNones Initial Leave Request Date 3/28/2014

=+ Document Status

= Freguency & Duration

=+ HNofifications Leave Rule * Effective Date

=l BT EnE e r Long Leave Without Pay - 072014 =

=+ Leave Rules

The time may then be projected and committed to the timecard.
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